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Introduction

This CTC Online Handbook may be found on the Commission’s online Credential
Information Guide (CIG) under the “CTC Online Processing” link and the “Manuals &
Handbooks” link. The CIG is an online tool that has up-to-date information on application
procedures and requirements for certification. As information is changed or edited in this
Handbook, it will be posted on the CIG. The CIG is a semi-private website and requires
ausername and password. Please feel free to duplicate this handbook as needed.

Table of Changes

Update History

Date Version
October 4, 2012 Published
May 13, 2016 First revision
August 21, 2018 Second revision
May 19, 2019 Third revision
Changes
Section Change
Entire document 5/13/2016 Removed obsolete information
Entire document 8/21/2018 Removed obsolete information
Entire document 5/09/2019 Removed obsolete information
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Using This Handbook

This Handbook is designed to be used by individuals authorized by institutions or
agencies with Commission-approved education programs and authorized agencies
approved bythe Commission to assist them in electronically submitting documents
using the CTC Online system.

Credential Questions

If you have questions regarding application status, credential requirements, or data
input errors, please email the Commission’s Information Services staff at
credentials@ctc.ca.gov.

Authorized Designee and Submitter Setup Questions

If you are experiencing technical issues while submitting applications, please
contact the Commission via the email listed below. This email address is limited to CTC
Online password reset, CL-896 Authorized Designee and CL-897 Authorized
Submitter add, change or remove requests, and technical issues.

e Email: CTConline@ctc.ca.gov

Hints, Frequently Asked Questions, and tips for using CTC Online

.  The yellow triangle exclamation icon above will appear whenever a tip or
frequently asked questionis addressed within this handbook.

u The red exclamation icon above will appear when there is important information
or action item.

[X>  The green flag icon will appear when there is an action item.
The following CTC Online resources are available from the Commission’s website:
e Credential Information Guide (password required)
0 CTC Online - Processing Recommendations
= Checklists

= Forms

= Online Resources
= FAQs
e Login Help (primarily for educators)

e CTC Online - Your Educator Account (for educators)

e CTC Online — Written Instructions for Application and Payment (for educators)
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Introduction to CTC Online
What is CTC Online?

CTC Online is an in-house Web based credential lookup, renewal, and submission
process for Approved Institutions and Authorized Agencies.

The CTC Online system provides the public, educators and stakeholders availability to
view credential data closer to real-time through a Web interface. Access to CTC
Online is through the Commission’s home web page.

Fees

The online application submission fees are defined in the Fee Schedule leaflet. There
isa $2.50 processing fee charged by LexisNexis Payment Solutions. The fees are paid
through our vendor LexisNexis. The LexisNexis Payment Solutions accepts, all major
credit cards: MasterCard, Visa, American Express, and Discover.

The Commission does not have the ability to transfer the application and/or fee from
the web or paper application over to the recommended document.

The Commission is a fee-supported agency. According to Title 5 880487, fees are
earned upon receipt.

Processing Timeframes

Applications with the status of “Pending Evaluation” are processed within the
timeframes below. Applications displaying another status may take longer to process.
Applications that are evaluated and returned for additional information may take up to
an additional 50 business days to process from the date the Commission receives the
returned application or requested materials.

Recommendations (Online Documents) submitted by:

¢ Institution of Higher Education and Commission approved programs:

These online applications are generally processed within ten business days from
the date the Commission receives the payment, application, and any supporting
materials, whichever is later.

e Authorized Agencies:

These online applications are generally processed within ten business days from
the date the Commission receives the payment, application, and any supporting
materials, whichever is later.
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‘— The Recommendation submission process is a two-part process. In general, the
first part of the process is completed when a recommending authority creates and
submits a document to the Educator. The second part of the process is when the
Educator selects the recommended document and completes the associated
application and fee.

If a document has been incorrectly submitted, go to the Agency User Views -
Corrections section for additional information.

Renewals

These online applications are generally processed within ten business days from the
date the Commission receives the payment and application.

Technical Issues

The following error messages may display when initially using the CTC online process:

e Red oval spins or page is inactive or fails to fully load

This may occur when:

¢ multiple windows or browsers are open

e their internet browser is outdated or not properly closing a session
e their internet connection is slow

e their computer settings are affecting the connection

e their internet connection is restricted (like at a school)

e Session Timed Out message

The system will implement security measures and automatically close an open
session after 20 (twenty) minutes of inactivity. Inactivity occurs when the
Authorized Submitter or Designee did not logout and the Next or Back button
had not been used.

Users who are unable log in after the system automatically closes a session must
close the browser and re-open the browser. Selecting the browser’s ‘Refresh’
icon will not resolve this issue.
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“ Implement a routine to log out if not actively viewing or inputting application data.
Do not leave a session open on an unattended computer.

22 A pop-up message will display when the system automatically closes an open
session due to inactivity.

Your session timed out because you were idle for too long. Please
* . |og in again to resume.
If you had a Siebel attachment open, your changes may have been

lost. Please save the file locally, close it, and reattach it to the
appropriate record.

Bookmarking the CTC Online webpages

For enhanced security, any page that displays after the CTC Online Login page cannot
be bookmarked.

Internet Browsers

The Commission strives to make the system compatible with the various internet
browsers. If you experience difficulties with using the online system, it may be
necessary to clear the browser history and/or try using a different internet browser. If
you continue to experience difficulty using the online system, please email
credentials@ctc.ca.gov for assistance.

CTCOnline@ctc.ca.gov email address

The CTCOnline@ctc.ca.gov email address is for authorized designees and submitters
only.

If you experience login, technical issues unrelated to the search or recommendation
processes, or need to submit a CL-896 or CL-897 request for CTC Online access,
please email CTConline@ctc.ca.gov and include one of the following topics in the
subjectline:

e User ID/Password Issue (do not include the Password in the email)
e CL-896 Authorized Designee Add or Remove

e CL-897 Authorized Submitter Add

e CL-897 Authorized Submitter Change Permissions

e CL-897 Authorized Submitter Remove

e Siebel Error Message

Page 5|141


mailto:credentials@ctc.ca.gov
mailto:CTCOnline@ctc.ca.gov
mailto:CTCOnline@ctc.ca.gov
mailto:CTConline@ctc.ca.gov

Please include the following within the body of the email:
e Your name
e Your CTC Online User ID
e Agency or Approved Institution
e Phone number
e Screenshots of the issue or error message

e Your question or issue including a detailed description of what you are trying to
find out, what you are trying to do, or what is happening, the educator’'s name
and date of birth
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Public Website Resources

Search for an Educator

The Commission has provided through the Search for an Educator link immediate access
to an educator’s public credential information. The credential information viewed on the
Commission’s website serves as the official record of certification. Changes, updates,
and/or corrections made to records may take up to three working days to be reflected on
this website.

[X>  Click Search for an Educator.

Commission on = q
‘Gov Teacher Credentialing

Home Credential Information = Progr ors Employers - Educator C Data and Reports -

[X>  Click either the & icon or the blue hyperlink to begin a search.
e The tabs at the top (Login and Search) display on all search views.

e The Login tab goes to the CTC Online Login view unless the user is
logged in as either an Educator, an Authorized Designee or an Authorized
Submitter.

# Login m

Search for an Educator's Credential, Certi and/er Permit

The ission on Teacher Ci ialing has made the informarion on these three web links available 1o provide i diate access 1o credential i
The credertial information serves as the official record of cenificavion. Changes, updates, and/er corrections made to records may take up to three werking days to be reflected on the website.
Some credential records issued prior to 1989 may not appear. whose ication status and/or inl history dees not appear can chick here for a listing of Commission contacts.

Public Search
This search option requires the educator's name. Once you have located the educarer, click on his/her last name. Credentials, certificates, and/or permits held by the educator can be found by wtilizing this sea
Information on Adverse and Commission Actions are also available and can be found under the “Adverse and Commission Action” 1ab or noted in the “status” field under the "All Documents™ 1ab.
Infermation concerning ongoing disciplinary i igati is confi ial and is not displayed.
< >
Secured Search
For Employer use. This search option requires the educator’s Secial Security Number (S5N) and Date of Birth (DOB). Credentials, centificates, and/or permits held by public scheol educators can be found by ut
Infermation on Adverse and Commission Actions are also available and can be found under the “Adverse and Commission Actien” 1ab or noted in the “s1atus” field under the "Document” 1ab,
i ing ongoing disciplinary i igati is i ial and iz not displayed.
< >
Document Kumber Search
This search option requires a Document Number and will result in detailed information regarding the document searched. Additional credential, cenificate, and/or permits held by the educator can be found by
Once you have located the educanor, click on his/her last name to locate the "Adverse and Commission Action” tab or the “All Decuments” tab, which may provide information regarding adverse and Commissi
< >
For i ding Adverse or ission Actions, review the Educator Disciplne FAQ en eur website or contact the Division of Professional Practices ar:
dppinfoficte.ca gov Please note: Adverse and Commission Actiens are currently being updated and may not be noted in the system.
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CTC Online - Technical and Troubleshooting Help

The following public webpages provide initial technical and troubleshooting help for an
educator using the CTC Online system. However, some of the information provided on
these pages can also assist an Agency User.

Login Help
The Login Help page provides information on the following topics:

o Error messages
o Page does not display or is inactive
e Log in with your User ID and Password
o Forgot Your User ID?
o Forgot Your Password?/Password has expired
e Register using the Create Educator Account link. This link is for:
o Individuals who have never submitted an application.
o Educators who have not logged in since February 2017.
o Educators who have received the Your Login is no longer valid message.

Your Educator Account
The CTC Online - Your Educator Account page provides information on the following
topics :

e Add or Change Your Information

e Add or Change Your Address

« Edit Your Challenge Questions and Answers

o Change Your Password - when you are logged into your account

o Check the Status: fingerprint clearance, application and documents, including
additional application status information

e Documents: view, print and email.

Written Instructions for Application and Payment

The CTC Online — Written Instructions for Application and Payment page provides
information on the following topics:

o Error messages

e Complete Your Program's Recommendation

e Return Your Program's Recommendation

e Renew Your Document - selecting a base credential
e Apply for Fingerprint Clearance (COC and ASCC)

e Complete a saved COC or ASCC application

o Professional Fitness Questions (PFQs)

o Payment
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Agency Users Resource — Credential Information Guide - Secured site

The Credential Information Guide (CIG) is a secured website requiring a Username and
Password for Agency Users. The CIG provides a number of resources that will assist
any analyst to properly utilize CTC Online.

[X>  Click the Employers tab from the Commission’s website (www.ctc.ca.gov).

[X>  Click the Credential Information Guide link.

Commission on Q
‘cov Teacher Credentialing

Search

Credential Information ~ Program Sponsors : Employers Educator Misconduct - Data and Reports "
Search for an Educator Credential Information Guide
{Login Required)

[X>  Login by typing the Username and Password, then clicking Login.

Username: cig2011 Password: ctcguide

Commission on Search O\
‘cov Teacher Credentialing

Credential Information ~ Program Sponsors ~ ~ Employers ~  Educator Misconduct ~ Data and Reports -

Home System Pages Login

Login

Username

Password

Log in

/% When you are logged in, you can save the CIG website as a favorite site in your
browser.
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/% Information specific to the CTC Online system is available by clicking on
Resources and then click on the following links:

® Manuals and Handbooks

® CTC Online — Processing Recommendations

CIG Home Credentials Parmit

Credential Information Guide

Home Credentialing Information Credential Informa

CTC Links

Featured Topics
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CTC Online Submission Process - Overview

The CTC Online Submission process is dependent on the following external users:

Appointing Authority

Identifies the Authorized Designees

A 4

Authorized Designee

Identifies the Authorized Submitters

Authorized Submitter

Submits online document recommendations

A 4

Reviews and returns the recommended document, or completes the
application process for the recommended credential

CTC Online Users — Roles and Responsibilities

This handbook focuses on the roles and responsibilities of four types of CTC Online
Users: 1) Educator, 2) Appointing Authority, 3) Authorized Designee and 4)
Authorized Submitter. Review the CTC Online Roles and Responsibilities chart for

detailed information on the specific roles, responsibilities and authorizations associated

with each type. Below is a generic explanation of each type.

1) Educator

An Educator can create and access his/her Educator Page and create, save, return

and/or complete and submit electronic applications and payments to the
Commission.
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2)

3)

“ Educators cannot correct or change their Social Security Number, Date of
Birth or Name using the CTC Online system. The Education is required to
complete Form 41-NC Request to Change Name or Personal Profile and mail it
to the Commission. There is no fee for submitting this document.

Appointing Authority

An individual whose only role is an Appointing Authority does not have access to the
CTC Online system. An Appointing Authority may request the additional role of an
Authorized Designee and/or Authorized Submitter.

The Appointing Authority must:
e Be the Dean or Superintendent or their designee
e |dentify Authorized Designees

e Maintain a list of Authorized Designees by adding, changing, or removing
individuals as needed using the CL-896 Add or Change Authorized Designee
form and emailing it to CTCOnline@ctc.ca.gov.

Authorized Designee

Authorized Designees do not submit documents using the CTC Online system. An
Authorized Designee is responsible for maintaining a list of Authorized Submitters by
adding, changing, or removing individuals as needed using the CL-897 Add or
Change Authorized Submitter form and emailing it to CTCOnline@ctc.ca.gov.

An Authorized Designee may request the additional role of an Authorized Submitter.
Once the Authorized Designee logs into the CTC Online system, the Authorized
Designee can:

[X> Track the status of documents submitted either by an authorized submitter to
the educator or an application the educator has submitted to the Commission
electronically using the:

v" My Organization’s Recommends view

v" My Filtered Recommends view (if the Designee also has the role of
Submitter)

v My Recommends view (if the Designee also has the role of Submitter)

[X>  Query, export and/or print data displayed on the following views:
v' My Organization’s Recommends

v' My Filtered Recommends view (if the Designee also has the role of
Submitter)

v" My Recommends view (if the Designee also has the role of Submitter)

Page 12]141


http://www.ctc.ca.gov/docs/default-source/leaflets/41-nc.pdf
https://www.ctc.ca.gov/docs/default-source/cig-leaflets/cl896.pdf?sfvrsn=0
mailto:CTCOnline@ctc.ca.gov
https://www.ctc.ca.gov/docs/default-source/cig-leaflets/cl897.pdf
https://www.ctc.ca.gov/docs/default-source/cig-leaflets/cl897.pdf
mailto:CTCOnline@ctc.ca.gov

4) Authorized Submitter

Authorized Submitters must be employees of the Authorized Agency/ Approved
Institution. Only Authorized Submitters may make online credential
recommendations for Educators. This responsibility may not be delegated to another
employee, through contract and/or MOU, or other individuals employed by other
entities providing curriculum, management, or other services to the Commission-
approved program sponsor.

When a change is required to your existing authorizations, your Authorized
Designee must complete and email the completed CL-897 Add or Change
Authorized Submitter form to CTConline@ctc.ca.gov.

Once the Authorized Submitter logs into the CTC Online system, they may have
the authorization to do the following:

[X> Create a new Educator Profile entering limited educator information

[X> Edit an existing Educator Profile when creating a document for submission to
the educator. For security purposes, an email notification will be sent when a
name or email address change is made.

[X> create a New Document
[X> Add an Authorization
> Upgrade a Document
[X> Track the status of documents submitted, either by an Authorized Submitter to
the Educator or an application the Educator has submitted to the Commission:
v" My Organization’s Recommends view

v" My Filtered Recommends view
v My Recommends view

[X> Perform the following actions to documents listed on the My Filtered
Recommendations view:
v Save
Query
Select all
Delete
Submit

A N NN

Open a document to view using the document title hyperlink
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> Query, export and/or print data displayed on the following views:
v' My Filtered Recommends view

v' My Recommends view

Agency User — Authorized Designees and Submitters

The Appointing Authority (for Authorized Designees) or Authorized Designees (for
Authorized Submitters) must email the Commission a completed CL-896 Add or
Change Authorized Designee or CL-897 Add or Change Authorized Submitter
authorizing access the CTC Online system as an Authorized Designee or Authorized
Submitter.

When a new Authorized Designee and Submitter account is set up, the User ID and
temporary Password are emailed directly to the new user from Commission staff.
Review the Initial Login — Complete the Registration process for more information.

Review the CTC Online User List to confirm your role and authorizations.

When changes are needed to your authorizations, the Appointing Authority (for
Authorized Designees) or the Authorized Designees (for Authorized Submitters) must
email the Commission a new CL-896 Add or Change Authorized Designee or CL-897
Add or Change Authorized Submitter.

Agency User — Complete the Reqistration Process

The steps to complete the Registration Process are:

» Receive an email from the Commission (CTCOnline@ctc.ca.gov) with your User
ID and temporary Password.

Go the Commission’s website and click Online Services for Agencies
Enter a valid User ID

Enter the temporary Password

Click Login

Change the temporary Password

YV V. V V V V

Create your Challenge Questions and Answers

Initial Login — Complete the registration process
New users can complete the registration process when an email from
CTCOnline@ctc.ca.gov has been received.

[X> Go to the Commission’s website (www.ctc.ca.gov).

[X>  Click Online Services for Agencies.
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?4 Commission on
T Search
‘Gov Teacher Credentialing O\

CTC Online Login view

[X>  Enter your User ID.

[X>  Enter your temporary Password.
[X>  Click Login.

u DO NOT use the Create Educator Account link.
This link is for the Educator’s only.

CTC Online

You can no longer log in with your SSN and date of birth.
You must be a registered user to access the CTC Online system.
Register your User ID by clicking the "Create Educator Account” link below.

User ID:.

Password:«

Forgot Your Password?

Educator Login Help

Forgot Your User ID?

Create Educator Account

Caution: User accounts are locked after 5 unsuccessful login attempts.

The first time you Login with your User ID and temporary Password, the system will
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prompt you to change your Password and create your Challenge Questions and
Answers.

The new Password is accepted when the Challenge Questions and Answers view
displays.

u Do not share your User ID and Password with others.

Password

To change your password, enter your current password first, and then enter the new password.
Password requirements are as follows:

(See screen for details)

Current Password: I:l
New Password: L ]
Verify New Password: I:l

Save || Cancel

Challenge Questions and Answers view

This is part of the initial account setup. It is crucial that Authorized Designees and
Authorized Submitters successfully create three Challenge Questions and Answers
which will be used for authentication purposes when the Forgot Your User ID? or
Forgot Your Password? link is used.

The Edit / Change Password view is used to create and later update your Password and
Challenge Questions and Answers.

£, Email CTCOnline@ctc.ca.gov if the Authorized Designee or Submitter’s Birthdate
or Organization information is incorrect.

[X>  Click Edit to open the fields.

Usar 1D it | Organiiation v

Last Namae | aoLCom

01/01/1950 m
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[X>  Click in each field to enter your Challenge questions and answers.

[X>  You can also update your First and Last Name, Phone number and email

address.

xxx g

Duestions mininwm kength of 5 characters.

Questsons and answers must all be ditferent.

Arswer chnnot e pan of question.

[X>  Click Save.

If an error message displays, please check your questions and/or answers and
change them as needed to meet the system requirements.

The challenge questions and answers meet the system requirements when the
Edit / Change Password view displays with your challenge questions and

answers.

« | UserID
« | First Nama

i

to you )

» | Question 3

= | Answer 3

Ouestions minimum length of § characters.
Answers minimum length of 5 characters,
Ouestions and answers must all be different

Anawer cannot be part of question

[X>  Click the Application tab at the top of the page to close the Edit / Change
Password view and access the My Filtered Recommends view.
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Commission on
‘cov Teacher Credentialing

W Search

nge Password

User ID

|Flrst Name

e |Last Name

01/01/1950 ®

(This should be i i mlyhmwnmym.)-

Challenge Oy

Question 1

1of1+

| Crganization

XU com

w

Answer 1

|Gueslnn 2

|Answ2

|Queslion 3

Answer 3
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Agency User — LoqQin

CTC Online Login view

[X> Enter a valid User ID.
[X> Enter the current Password.

[X> Click Login.

When the User ID and Password entered are accepted, the Welcome Back view

displays.

CTC Online

You can no longer log in with your SSN and date of birth.
You must be a registered user to access the CTC Online system.

User ID..

Password:.

Forgot Your Password?

Educator Login Help

Forgot Your User ID?

Create Educator Account

Register your User ID by clicking the "Create Educator Account” link below.

Caution: User accounts are locked after 5 unsuccessful login attempts.

Error Messages

e Invalid Username/Password specified — error message (SBL-UIF-00271)

This message will display when the User ID and Password entered do not match
our records or the account has been locked after 5 unsuccessful attempts.

!\ Invalid username/password specified.(SBL-UIF-00271)

OK
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The initial lockout period is 30 minutes. Each login attempt made during the initial
30-minute lockout period will extend the lockout time.

While the account is locked, the system will allow a temporary password to be sent
and for the password on the account to be reset. However, resetting a password
will not unlock the account. The same error message will display when logging in
with the new password. As a result, an account can quickly become locked for
hours.

u Commission staff cannot unlock an account.

When an account is locked, waiting 24-hours before attempting to log in again
ensures the account is unlocked and aligns with the expiration of an emailed
temporary password.

Your Password has expired — message

After logging in with a valid User ID and expired Password, a message to reset
your password will display. The same process is used when resetting an expired
password or using Forgot Your Password?.

[X> Click Reset Password

Your password has expired. Click "Reset Password".

Reset Password

The selected record has been modified by another user - error message
(SBL-DAT-00523)

This message may display at any time when using the CTC Online system. The
“user” is the authorized submitter or designee. This message will not lock the
account. It can display more than 5 times and again later on in the process. View
the Login Help webpage for additional guidance.

Message from webpage X

The selected record has been modified by another user since it was
retrieved. Please continue.(SBL-DAT-00523)
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e Your loginis no longer valid - message (SBL-EXL-00151)

This message will display when the User ID has been invalidated by the
Commission.

u DO NOT use the Create Educator Account link.

» Email CTCOnline@ctc.ca.gov if you receive this message and you believe it is
in error.

Message from webpage et

Your login is no longer valid. Educators must create a new and

! unique User 1D by clicking the Create Educator Account link on the
CTC Online Login page. Please view the Login Help page for
assistance.(SBL-EXL-00151)

oK
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Agency User — Forgot Your User ID?

CTC Online Login view

[X>  Click Forgot Your User ID?

CTC Online

You can no longer log in with your SSN and date of birth.
You must he a registered user to access the CTC Online system.
Register your User ID by clicking the "Create Educator Account” link below.

User D+

Password:.

Educator Login Help

Forgot Your Password?
Forgot Your User ID?

Create Educator Account

Caution: User accounts are locked after 5 unsuccessful login attempts.

Forgot User ID or Password view

[X>  Click Authorized Submitter (Recommending entity).
[X>  Click Next.

Forgot User ID or Password

Please do not use your browser's back button during this process.

O Educator
Please select user type:. @C\uthorized Submitter (Recommending entity)

Authorized Submitter Information view

All answers must match our records exactly.

Enter your First and Last Name.

Enter the email address associated with your account.

Click Next.

I YUY

Enter your Date of Birth (leading zeros will be removed when Next is clicked).

Page 22]141



Authorized Submitter Information

Please enter the following information for verification.

First Name:. I—I
Last Name:. |§|
Date of Birth (MM/DD/YYYY) *: I

Email Address:. | ]

Challenge Questions & Answers view

The challenge questions will display in locked fields.

All answers must match the Commission’s record exactly.

[X>  Click in each answer field and enter the answer on file for all three guestions.
[X>  Click Next.

Challenge Questions

Please answer the following questions to verify yourself:

Challenge Question 1: Question 1
Challenge Answer 1: I ]
Challenge Question 2: Question 2
Challenge Answer 2: I |
Challenge Question 3: Question 3
Challenge Answer 3: I I

(Note that Challenge Question Answers are not case sensitive.):

Forgot User ID Confirmation view

When all of the entered information matches our records, the Forgot User ID
Confirmation view will display.

[X>  Click Continue to return to the CTC Online Login view.

[Forgot User ID Confirmation

Your User ID has been found.

User ID: |User ID I

Error messages

The following error messages may display when using Forgot Your User ID?
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e Reqistration Help - The information you submitted does not have a match

This message will display when:
e Educator was selected instead of Authorized Submitter.
e The information provided does not match the Commission’s record
exactly.

. Email CTCOnline@ctc.ca.gov for troubleshooting assistance when the
Authorized Submitter option was selected and you receive this error
message.

[X>  Click Back to return to the Challenge Questions & Answers view

Registration Help

The information you submitted does not have a match. Please click "Back” and try again.

Back

e Challenge Question Error

Triggers when the answers provided to the challenge questions do not match our
records exactly. If you forgot your Challenge Question answers, please emalil
CTConline@ctc.ca.gov to reset your password.

[X>  Click Back to return to the Challenge Questions & Answers view
OR

[X>  Click Exit to return to the CTC Online Login view.

Challenge Question Error

The answers you have supplied do not match our records. Please click "Back” to answer again, or "Exit” to returmn to the Login Page
If you forgot your Challenge Question answers please email CTConline@ctc ca.gov to reset your password.

[~1-)

Agency User — Forgot Your Password?

The Forgot Your Password? can be used at any time to reset your password.
The steps for using Forgot Your Password? are:

» Click Forgot Your Password?

» Click Authorized Submitter (Recommending entity)

> Enter your First and Last name, Date of Birth and work email address

» Enter the answers to your Challenge Questions

e If successful, reset the password
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CTC Online Login view

e If unsuccessful, enter your work email address

e If you are still unsuccessful, email CTCOnline@ctc.ca.qgov
> Enter your new password twice

> Click Save

[X>  Click Forgot Your Password?

CTC Online

User ID:.

Password:.

Forgot Your Password?
Forgot Your User ID?

Create Educator Account

You can no longer log in with your SSN and date of birth.
You must be a registered user 1o access the CTC Online system.
Register your User ID by clicking the "Create Educator Account” link below.

Login Educator Login Help

Caution: User accounts are locked after 5 unsuccessful login attempts.

Forgot User ID or Password view

[X>  Click Authorized Submitter (Recommending entity).
[X>  Click Next.

Forgot User ID or Password

Please select user type:.

Please do not use your browser's back button during this process.

O Educator
uthorized Submitter (Recommending entity)

Authorized Submitter Information view

All answers must match our records exactly.

>
>
>

Enter your First and Last Name.

Enter your Date of Birth (leading zeros will be removed when Next is clicked).

Enter the Email Address associated with your account.
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[X>  Click Next.

Authorized Submitter Information

Please enter the following information for verification.

First Name:.

Last Name:.

Date of Birth (MM/DD/YYYY) *:
Email Address:.

Challenge Questions view

The challenge questions will display in locked fields.

All answers must match the Commission’s record exactly.

[X>  Click in each answer field and enter the answer on file for all three guestions.
[X>  Click Next.

Challenge Questions

Please answer the following questions to verify yourself:

Challenge Question 1: Question 1
Challenge Answer 1: I ]
Challenge Question 2: Question 2
Challenge Answer 2: I |
Challenge Question 3: Question 3
Challenge Answer 3: I I

(Note that Challenge Question Answers are not case sensitive.):

The Password Reset view will display when the answers are correct.
[X>  Enter your New Password in the New Password field.

[X>  Enter your New Password in the Verify New Password field.
[X>  Click Save.

When the new password has been successfully changed, the Welcome Back
view will display.
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Password Reset

Enter your new password.
Password requirements are as follows:

(See screen for details)

New Password: ‘—l
Verify New Password: [ ]
Login: USER ID

Password has been updated email

An email will be sent to the email address on file when the new password has been
accepted.

» If you did not request to reset the password, email CTCOnline@ctc.ca.gov.

Error messages

The following error messages may display when using Forgot Your Password?

e Reqistration Help - The information you submitted does not have a match

This message will display when:
. Educator was selected instead of Authorized Submitter.

e  The information provided on the Authorized Submitter Information view
does not match the Commission’s records exactly.

a8 Email CTCOnline@ctc.ca.gov for troubleshooting assistance when the
Authorized Submitter option was selected and you receive this error
message.

[X>  Click Back to return to the Challenge Questions & Answers view

Registration Help

The information you submitted does not have a match. Please click "Back” and try again.

Back

e Challenge Question Error

Triggers when the answers provided to the challenge questions do not match our
records exactly. If you forgot your Challenge Question answers, please emalil
CTConline@ctc.ca.gov to reset your password.
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[X>  Click Back to return to the Challenge Questions & Answers view
OR

[X>  Click Exit to return to the CTC Online Login view.

Challenge Question Error

The answers you have supplied do not match our records. Please click "Back” to answer again, or "Exit” to return to the Login Page.
If you forgot your Challenge Question answers please email CTConline(@cte ca, gov 10 reset your password.

B0

e Both Passwords must match error message (SBL-EXL-00151)

The error message below will display even when the Password does not meet
the format requirements.

Password and Password Verify inputs do not match. Please
L= re-enter.(SBL-EXL-00151)

OK

e Invalid Password format error message (SBL-EXL-00151)

When both Passwords entered match and it does not meet the format
requirements, an invalid password format error message will display.

Invalid Password format. Please verify and re-enter. Password

" Compliance: Password must contain at least one capital character
and one lower case character.Password must contain at least one
numeric character.Password must contain at least one special
character.Password must be 9 characters minimum.(SBL-EXL-00151)

omm
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Agency User — My Account

My Account link

The My Account link is used to access your account information.
[X>  Click the Person icon.
[X>  Click My Account to access the Edit/Change Password view.

Commission on
‘cov Teacher Credentialing

Edit / Change Password view

The Edit/Change Password view is used to:
»  Edit your First and Last Name
Edit your telephone number
Edit your E-mail address

>
>
»  Edit your Challenge Questions and/or Answers
»  Change your Password

>

Logout of the CTC Online system

There are two options on the Edit / Change Password view.

[X>  Click Edit to immediately update the following information:
e First and Last Name
e Telephone number
e E-mail address

¢ Challenge Questions and/or Answers

[X>  Click Change the Password to immediately change the password.
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Change Password

| User ID

> |Fir$tNamn

|
|
‘ |LanNams |
e |u:1,f01119‘m [m|

] 2

Challenge Questions (This should be information only known to you.)

| Question 1

[
| Answer 1

2 | Question 2

¥ !Answer 2

i CQuestion 3

3 !.lnswari

tior |Orsani:nior| |VI

| |

3 : @0 com J

My Account — Change Password — Password Resetview

The new password is changed instantly and will be required at the next Login.

Change your Password

[X>  Click Change Password.

m[ Change Password ]

Change Password view

I YUY

Click Save.

Enter your Current Password in the Current Password field.
Enter the New Password in the New Password field.

Enter the New Password in the Verify New Password field.

Password

Password requirements are as follows:

(See screen for details)

Current Password: L 1
MNew Password: I:I
Verify New Password: L 1

w

&ve

To change your password, enter your current password first, and then enter the new password.
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[X>  When the Password has been successfully changed, click the Application tab to
close this view and go to the My Filtered Recommends view.

User ID ] .Drgenizat‘run T~
-
N T R

Password Error Messages

When a password does not meet the system requirements, an error message will
display.

e Password is incorrect (SBL-UIF-00339)

The error message will display when the current password does not match the
password used to login.

. The current password that you entered is incorrect. Please enter
L&\ again.(SBL-UIF-00339)

e Passwords do not match (SBL-UIF-00375)

The error message below will display when the passwords do not match even if the
new Password does not meet the format requirements.

. The passwords that you entered do not match. Please make sure
L& that you type the passwords correctly.(SBL-UIF-00375)
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e Invalid Password format error message (SBL-EXL-00151)

When both Passwords entered match and it does not meet the format
requirements, an invalid password format error message will display.

Invalid Password format. Please verify and re-enter. Password

&, Compliance: Password must contain at least one capital character
and one lower case character.Password must contain at least one
numeric character.Password must contain at least one special
character.Password must be 9 characters minimum.(SBL-EXL-00151)

My Account — Edit Challenge Questions and Answers view

Changed information is updated instantly and will be required when the Forgot my
User ID? or Forgot my Password? links are used.

Change Password
!Usar D | r | Qrganization ;V|
!Firsl Name | ne 4 Bl
IL&S‘ Name | E ! K@ xx.com
1= |01/01/1970 |"'1|

| [~

Challenge Questions (This should be infermation enly known to you.)

| Question 1

| Answer 1

| Question 2

| Answar 2

| Question 3

| Answer 3

Edit your Challenge Questions & Answers

[X>  Click Edit.

|m Change Password

[X>  Click in the field(s) to delete and enter the new information.

The current text must be deleted before typing the new information.
Text in locked fields cannot be changed using the CTC Online system.
Email CTCOnline@ctc.ca.gov if the information in a locked field is incorrect.
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[X>  Click Save.

Save Cancel

* = Required Field

0 |UsarID | Janiza Organization Code |V

First Hame . | First Name T
LA5LIETE | Last Name nal® | xxx@xxx.com |

ith Dae [01/01/1970 [m]
[~

Challenge Questions (This should be information onl: known to E!
hallenge Guestion T« I | Question 1

1 | Answer 1

[X>  When your personal information or challenge questions & answers have been

changed, click the Application tab to close this view and go to the My Filtered
Recommends view.

Change Password
B — o [ [

N R )
| ~

Challenge Questions (This should be information only known to you.)

" ‘ Question 1

[ Answer 1

12 ‘ Question 2

2 [Answer 2

13 [Questioni

[Answer 3

Agency User — Logout of CTC Online

When an Authorized Submitter or Designee has logged in, the Person Icon is displayed
in the upper right corner. The Authorized Submitter or Designee can securely log out of
their account using the Person icon.

Logout link

[X>  Click the Person icon at the top right corner of the page.
[X>  Click Logout from the pop-up window to securely exit the CTC Online system.
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[X> Click Back to Home or close the CTC Online tab.

Commission on
‘cov Teacher Credentialing

You are currently logged out.
Back to Home

Agency User — Navigation Hints

Below is a brief introduction to the navigation buttons, icons and pop-up windows used
throughout the CTC Online system.

Buttons

The following buttons are located throughout the system. It is critical to understand
each button may perform different functions depending on its location.

New and Edit
When these two buttons are displayed together:
e The New button will open the fields to enter information in empty fields.

e The Edit button when active will open the fields to delete or change existing
information.

News Edit

New and Delete

When these two buttons are displayed together:
e The New button will open the fields to enter information in empty fields.

e The Delete button will discard newly entered information, close the fields and
display the previous data, if any.

MNew || Delete

Page 34]|141



Save, OK and Cancel

- Always select the Save button whenever it is available to avoid losing information.

When the Save and Cancel buttons are displayed together:
e The Save button will save the entered information

e The Cancel button will discard any newly entered information and close the fields

Save || Cancel

The OK and Cancel buttons are located together at the bottom of the pop-up window.
e The OK button will populate the fields with the selected information.

e The Cancel button will close the fields without populating the fields with any new
information.

QK || Cancel

Back versus Cancel versus Delete

These three buttons appear together at the bottom of most views.

Back |Eancel Next

Back

“ The Back button performs different functions.

Back may return to the previous view or may it may delete and purge a document that
has not yet been submitted to the Commission by the educator and change the status to
“Application to be deleted and purged.”

If the document was previously submitted, it will be removed from the Educator Page. It
will also remove the document from the My Filtered Recommends view and display it
only on the My Recommends and Organizations Recommends views. If the document
is deleted, the entire document must be re-entered.

Cancel

“ The Cancel button performs different functions.
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The Cancel button will delete and purge a document that has not yet been submitted to
the Commission by the educator. Cancel may undo a previous action or Cancel may
delete the entire document and change the status to “Application to be deleted and
purged.” If previously submitted it will be removed from the Educator Page. It will also
remove the document from the My Filtered Recommends view and display it only on the
My Recommends and Organizations Recommends views. If the document is deleted,
the entire document must be re-entered.

Next

The Next button advances through the views.

Arrows
Sort and Lock icons

[X>  Click on a column heading to view the sort/lock icons. The Lock item locks the
view. To unlock it, select it again.

Expiration Date Original Issuance Date E
2/1/2018 112017

[X>  Click on the update/down arrows to sort the information in ascending or
descending order.
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Left/Right Arrows

These arrows display the next/previous set of records.

Example: 1-10 of 10+ indicate that 10 rows of information (documents) are displayed
on this view and additional information is available.

[X>  Click the right arrow to display the next 10 rows.
[X>  Click the left arrow to display the previous 10 rows.

B i-w00i10+ 1

Grevyed Out Arrows

This will display to the upper far right of a pop-up box or view when there is no match to
the entered information. The bottom portion of the pop-up box will be empty.

Mo Records

Resize column widths
Use the mouse pointer to resize column widths.

[X>  Place the mouse pointer between any two column headings. The mouse
pointer will change into a double arrow cursor.

e Do not click on the heading column as the sort/lock option will display.

[X>  Click the mouse and drag the double arrow cursor to the left or right until the
column width has changed and the information is viewable.

l:'.>

Document Title Term

Crosscultural, Language and Academic Developme...

Emergenc
Permit gency

Select and view a document’s details

[X>  Click on the document number to open the document and view all of the
document details including all authorizations, renewal requirements and any
employment restrictions.
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Document Number

» 170057874

» Print a document
e From the Document Detail view, you can print an unofficial copy of the
document.
e You can also use the Document Number Search option to print an unofficial
copy of the document displaying all of the authorizations.
e Adjust the column widths and/or sort the rows of information if needed.

The scroll bar

Use the scroll bar to view additional information not displaying on the screen.

[X>  Click the left or right arrows or drag the bar left or right at the bottom of each
section to view additional information not displaying on the screen.

Document Mumber

» 170057874

£ >

Calendar_icon
The calendar icon is displayed to the right of a data field. When selected, it will
activate a pop-up window. The pop-up window will display the current Month and Year.

|

Entering Dates
There are two options available for entering a date. The field will populate with either the
entered or selected date.

[X>  Enter the date with the (MM/DD/YYYY) format to populate the field
OR

[X>  Click the Date field calendar icon
e The Calendar pop-up window displays the current Month and Year.

[X>  Click the drop down arrow in the Month and Year fields to navigate to the
correct month and year.
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Click on the correct date to highlight it.

SRS

Click the Done button at the bottom right of the pop-up window to populate the
field with the selected information.

Drop down arrow

The drop down arrow is displayed to the right of a data field. When selected, it will
display information in a single column. Scroll down the list and select the item to
highlight it. The selected information will automatically populate in the datafield.

b

Pick applet

The pick applet icon is displayed to the right of a data field. When selected, it will
activate a pop-up window. The pop-up window will display information appropriate for
the datafield.

K|

Pop-up Windows
The pop-up window will display information appropriate for the data field.

e Expand pop-up window
Expand the pop-up window by selecting the maximize window button located in
the upper far right of the pop-up window.
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Close pop-up window

Close the pop-up window by selecting the exit window button located in the
upper far right of the pop-up window or click the Cancel button at the bottom
right of the OK button.

X

Blank pop-up window
When a blank pop-up window appears, please check the following:
» The information entered is not an exact match to the available data. The
information in the data field is case sensitive.

» Review the Organization Professional Preparation Program List. If the
program is listed under your Organization, then it is possible that your User
ID may not be linked. Check with your Organization’s Authorized Designee
to confirm you have been authorized to submit the recommendation. If you
have been authorized, please email CTCOnline@ctc.ca.gov describing the
problem and identify which Programs and/or Authorization Codes are

needed.
Title ‘VH ' | No Records
Title Program Name Term  Category  Document Description OrganizationName

Find button

The Find button on a pop-up window will limit the information displayed in the pop-up
window. For example:

>

>

Click in the first data field and select a different column name, e.g. Program
Methodology.

Enter the Subject, e.g. Art* in the second data field.

22 The information in this field is case sensitive.

Click Find.

e If there is only one exact match, the information will automatically populate
the field.

e |If there is more than one match or there is not an exact match, a pop-up
window will display again.

: P
Program Methodology ‘V Artﬂ o
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Select data displayed in pop-up window

[X>  Click on the row with the correct appropriate information to populate the field.

» When appropriate information does not appear within the first window, use
the left/right arrows or the Find button.

[X>  Click OK to populate the fields with the selected information.

Document Description | v || Single Subject

I Find

Toarm B opaacn Catogeey s rpe Program Trpe Frogram Kame [F -
~ nang L Pt T o e e

o M MewCrde Typs AT 20A7 PRELIAMARY o
B Eemnay wr Mo Crmsormiat g i T
-~ i et s Ot 1Pan Urghsh.  J047 PRELIABLARY cum
o W Mem Comom Work Languages & TUN
T Tme A0 e PRELNNARY =t
............ N o
wa  edgissquiges LD 043 PRELASSIY ﬂ'
Tme  Wodolseguages 1D 2042 PRELIMSGANY v
Torer 73 e i .
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Agency User — Welcome Back

The Welcome Back view will display when you have successfully logged into the
system.

/. The Application tab only appears when your account has been configured and
linked.

[X> Click the Application tab.

Commission on
‘cov Teacher Credentialing

(W Application

el W Search I Educator Profile Portal

Welcome Back (Your username). Today is (Date).

This section is intentionally left blank.

My Filtered Recommends view

From this view, you may be able to:
» Start the recommendation submission process for an educator

> Go to the My Recommends view

» Go to the Organization’s Recommends (Authorized Designee only) view
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W Search

# Login

Enter the Educator's Information

W Educator Profile Portal

- Flequired Field [Created Document Title First Name Last Name Status Creats
Social Security Number | frr20/2016 01:5209 PM  Single Subject Teaching Credential TRAINING THREE] In Progress CERTY
(#uanansns) *:
J6/13/2017 08:58:47 AM TRAINING THREE1 In Progress CERTY
Date of Birth 1 i
(MM/DD/YYYY) * 12/3/2018 07:56:35 PM TRAINING THREE] In Progress CERTH
/29/2017 03 ntial 3 T 1 5. CERTH
Recommend Ja/20/2017 03:23:25 PM i TRAINING HREE In Progress CERTY
l8/31/2017 11.06:53 AM TRAINING THREE1 In Progress CERTY
10/12/2017 02.00:28 PM  Administrative Services Credential TRAINING THREE In Progress CERTH

What would you like to do ?
*Go to My Recommends
*Go to Organization's Recommends

Agency User — My Filtered Recommends

The My Filtered Recommends view will display after the Authorized Submitter has
logged in and then clicked the Application tab.

The My Filtered Recommends is the default view and displays only those
documents submitted by the Authorized Submitter. This view will also display when
the Go to My Filtered Recommends link is selected from the My Recommends or the
Organization Recommends view.

Documents with a status listed below will display in this view. The definitions for each
status can be found in the Glossary and in Appendix B of the CTC Online
Recommendations - Credential Types and Codes document available on the CIG.

e In Progress

e Ready for Submission
e Recommended

e Educator Return

e Awaiting Payment

My Filtered Recommends

Documents 6ol 4 )
Select All Delete

Select Created By Created Document Title First Name Last Name Status

» No CERTOMNLINE  8/17/2018 08:38:25 AM Clinical or Rehabilitative Services ... TRAINING THREE1 Ready for Submission
Mo CERTONLINE ~ 8/17/2018 08:40:22 AM Educator Authorization TRAINING THREE1 Ready for Submission
Mo CERTONLINE  8/20/2018 08:02:59 AM Single Subject Teaching Credential TRAINING THREE1 Recommended
Yes CERTONLINE  7/26/2018 08:48:16 AM Multiple Subject Teaching Credent... TRAINING THREE1 Recommended
Yes CERTOMLINE T/26/2018 08:54:36 AM Single Subject Teaching Credential TRAINING THREE1 Recommended
Mo CERTONLINE ~ 8/17/2018 07:49:11 AM Clinical or Rehabilitative Services ... TRAINING THREE1 In Progress
£ >

From this view:

e Click on the Document Title to view and edit the document details on Document
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Detail view.

o View the Go to Edit Document section under Approved Institutions or
Authorized Agencies for more information.

e Select one or more documents with the “Ready for Submission” status to submit
to the educator.

e Select one or more documents to delete.
e Export data and run queries for reports.

o View the User Guide — How to Export Recommendations on the CIG under
CTC Online — Processing Recommendations.

e Search for an educator using the Educator Profile Portal or Search tab.

e Go to My Recommends.

e Go to Organization’s Recommends (Authorized Designee only).

e Start the recommendation submission process for an educator.

o View the Start an Online Recommendation section for more information.

Agency User — My Recommends

The My Recommends view will display after the Authorized Submitter has logged in,
clicked on the Application tab and then clicked the Go to My Recommends link.

The My Recommends view displays only those documents submitted by the
Authorized Submitter. This view will also display when the Go to My Recommends link
is selected from the My Filtered Recommends or the Organization’s Recommends
views.

Documents with a status listed below will display in this view. The definitions for each
status can be found in the Glossary and in Appendix B of the CTC Online
Recommendations - Credential Types and Codes document available on the CIG.

e Application to be deleted and purged
e In Progress

e Ready for Submission

e Recommended

e Educator Return

e Awaiting Payment

e Pending Evaluation

¢ Pending Additional Evaluation

e Returned for Additional Information
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e Granted

Documents

Created By

» CERTOMNLINE
CERTOMLINE
CERTONLINE
CERTOMLINE
CERTOMLINE
CERTOMLINE
CERTONLINE
CERTONLINE
CERTOMLINE
CERTONLINE
<

Last Updated Datev

8/20/2018 08:05:53 AM
8/17/2018 08:40:59 AM
B8/17/2018 08:39:06 AM
8/17/2018 07:49:09 AM
8/10/2018 08:55:48 AM
T/2T/201811:00:28 AM
T/ZT/2Z018 10:54:22 AM
T/27/2018 10:44:57 AM
T/26/2018 08:55:24 AM
T/26/2018 0B:51:03 AM

Document Title

Single Subject Teaching Credential
Educator Authorization

Clinical or Rehabilitative Services Credential
Clinical or Rehabilitative Services Credential
Education Specialist Instruction Credential
30-Day Substitute Teaching Permit

Multiple Subject Teaching Credential
Education Specialist Instruction Credential
Single Subject Teaching Credential

Multiple Subject Teaching Credential

First Name

TRAINING
TRAINING
TRAINING
TRAINING
TRAINING
TRAINING
TRAINING
TRAINING
TRAINING
TRAINING

Last Name

THREE1
THREE1
THREE1
THREE1
THREE1
THREE1
THREE1
THREE1
THREE1
THREE1

Status

Recommended

Ready for Submission

Ready for Submission

In Progress

Application to be deleted and purgsg
Application to be deleted and purgg
Application to be deleted and purgdg
Application to be deleted and purgsg
Recommended

Recommended

From this view:

¢ Query and export data for reports.

0 Go to the User Guide — How to Export Recommendations on the CIG under

CTC Online — Processing Recommendations for additional information.

e Search for an educator using the Educator Profile Portal or Search tab.

e Go to My Filtered Recommends.

e Go to Organization’s Recommends (Authorized Designee only.

e Start the recommendation submission process for an educator.

o Go to the Start an Online Recommendation section for information on how to

submit an online recommendation.

Agency User — Organization Recommends (Authorized Designee)

The My Organization Recommends view will display after the Authorized Designee has
logged in, clicked on the Application tab and then clicked Go to Organization’s

Recomme

nds.

The Organization Recommends view displays of documents submitted by all
Authorized Submitters of an organization. This view is available only to an Authorized
Designee. This view will also display Go to Organization’s Recommends is selected
from the My Filtered Recommends or the My Recommends views.

/.. Documents cannot be accessed through this view.

Created By
> Auth Submitter 3

Auth Submitter 1

Last Updated Date

9/24/2018 01:22:21 PM

8/23/2018 071513 PM

10 of 10+ { 4

Document Title

Single Subject Teaching Credential

Multiple Subject Teaching Credential

First Name

FIRST

TRAINING

Last Name

LAST

THREE1
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Agency User — Educator Profile versus User ID and Password

Educator Profile versus the Educator’s User ID and Password

These items have different purposes and both are required to complete the online
recommendation process.

e Educator Profile

An individual who has previously submitted an application to or was issued a
document by the Commission has an existing educator profile. For individuals
who do not have an existing Educator Profile, it is created by entering the
educator’s Social Security Number and Date of Birth combination twice.

e Educator User ID and Password

An educator must enter a valid User ID and Password to access their online
Educator Profile. Educators who do not have a valid User ID and Password must
use the Create Educator Account link to create them before he/she can log into
the CTC Online system.

u Educators with an existing Educator Profile with the Commission must create a
valid User ID and Password if they have not logged in since February 2017.

Agency User — Start an Online Recommendation

Review the CTC Online Frequently Asked Questions (FAQ) for additional information on
the online recommendation process.

When an Authorized Submitter has logged into the CTC Online system and clicked on
the Application tab, the My Filtered Recommends view displays. This view, as well as
the Go to My Recommends and Go to Organization’s Recommends view, can be used
to start the recommendation process.

My Filtered Recommends view

[X>  Enter the Educator’s Social Security Number (SSN) and Date of Birth (DOB).
[X>  Click Recommend.

» If successful, the Educator Information view will display.

» If unsuccessful, the SSN and DOB error message will display.

e If appropriate, create the new educator profile.
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W Educator Profile Portal

W Search

# Login

My Filtered Recommends

-
Enter the Educator’s Information Documents

* = Required Field Select All E

Select Crez

Social Security Numbe
(#aaanassy) *: r‘ |
Date of Birth ]
(MM/DD/YYYY) *: [ | > No 11/4
v
No 11/¢
No 10/2

What would you like to do ?

*Go to My Recommends No 10/
“Go to Organization's Recommends

Educator profile exists

When the SSN and DOB combination matches our records, the Educator Information
view displays with pre-populated information.

e The Create Person button is not available on this view.

e The information displayed is provided in a read-only view and is for verification
purposes only.

[X>  Click Next to continue to the Educator Detail view.

Educator Information:

Note: If you have any questions, please view the CTC Online — Written Instructions for Application and Payment page.
First Name™ | TRAINING Fingerprint Status{Complete: No Action Required

Middle Name|APPLICATION

Last Name™ {THREE1

E-mail:.|{ 200¢@x¢.com

Work Phone](999) 999-9991

Home Phone{(999) 999-9991

Last Known County of Employment;ALAMEDA COUNTY OFFICE OF EDUCATION

When the SSN and DOB combination entered is not an exact match to an existing
educator profile the message below will display.
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Message from webpage X

| The SSN & DOB combination does not match. Please reenter the SSN
& DOB combination or contact CTC Admin at
CTConline@ctc.ca.gov(SBL-EXL-00151)

“>. Do not create a new educator profile when it is known that the educator has an

existing educator profile. Refer to the Troubleshooting SSN and DOB Issues
section for additional information.

Creating a new educator profile

When the SSN and DOB combination is not an exact match to our records, you will re-
enter the SSN and DOB to create the Educator’s profile.

The re-entered SSN and DOB information will be used to instantly create the Educator
profile.

The full text of the error message reads:

The Social Security Number and Date of Birth does not exist in the Database.
Re-enter the Social Security Number and Date of Birth.

[X>  Enter the educator’s Social Security Number
[X>  Enter the educator’'s Date of Birth
[X>  Click Recommend

* = Required Field

The Social Security Number and Dat

Social Security Number, } ‘
(Husdugassy) ™
Date of Birth ‘ ‘

(MM/DD/YYYY) *:

The Educator Information view will be blank and the Create Person button will be
available.

[X>  Click Create Person to open the fields.
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* = Required Field

First Name

Middle Name

Last Name:

E-mail*

Work Phone:

Home Phane:

any questions, please view the CTC Online — Written Instructions for Application and Payment page

Fingerprint Status:

Last Known County of Employment;

Next

e First Name
e Middle Name (if given)
e [Last Name

e E-mail address

2 Educator’'s Personal Information

Enter Educator’s information. The minimum required fields on this view are:

The name entered on the Educator Profile must be the Educator’s full legal name.
(Title 5 California Code of Regulations §80002).

The educator’'s name entered on this view will display on the Searches,
Documents, Educator and Agency User views.

2 E-mail address

The Authorized Submitter must verify the educator’s email address is correctly
entered. Emails are generated from the CTC Online system and are sent to
the email address listed in the Educator’s Profile.

[X>  Click Save.

‘. The Back button will save the information and return to the My Filtered

Recommends view.
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btz VT s o=l “ = Required Field

N ave any questions, please view the CTC Online — Written Instructions for Application and Payment page.
First Name™ {FIRST

Middle Name{MIDDLE
Last Name™|LAST

E-mail ™ xxx@sxxx.com

Work Phone:i{ggg) 999-9991
Home Phone(999) 999-9991
Last Known County of Employment; ALAMEDA COUNTY OFFICE OF EDUCAT| [

Carefully review the spelling of the Educator’'s name and their email address.

SRS

Click Next.

Educator Information:

- ReqUired Field

Note: If you have any questions, please view the CTC Online — Written Instructions for Application and Payment page.
First NameFIRST Fingerprint Starus:‘ Incomplete: Action Requi

Middle Name;MIDDLE

Last Name:|LAST

E-mail™ | xxx@xxx.com

Work Phone:(999) 999-9991

Home Phone{(999) 999-9991

Last Known County of Employment; ALAMEDA COUNTY OFFICE OF EDUCATION

Troubleshooting SSN, DOB & Name Issues

In all cases where an Educator Profile was created with an incorrect SSN, DOB, or
Name, the Educator is required to complete Form 41-NC Request to Change
Name or Personal Profile and mail it to the Commission. There is no fee for
submitting this document. The educator profile(s) must be merged and/or name
corrected before a new application and/or fingerprint clearance can be processed.

An Educator Profile was created entering an incorrect Social Security Number and/or
Date of Birth

/.. The Educator shall not complete a recommendation using an incorrect SSN and/or
DOB. (Title 5 California Code of Regulations 880002).
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. When it is determined the educator's SSN and/or DOB was incorrectly entered
when the Educator Profile was created, the Authorized Submitter must not create
a second Educator Profile.

The Educator Profile information must be corrected by Commission staff before a
new recommendation can be submitted to the Educator. Notify the Educator that
he/she must complete Form 41-NC Request to Change Name or Personal Profile
and mail it to the Commission to correct his/her Educator Profile. There is no fee
for submitting this document.

/. The Authorized Submitter can select and delete the document from the My Filtered
Recommends view. This will also remove the document from the Authorized
Submitter/Organization views.

[X> After the Educator Profile has been corrected, the Authorized Submitter submits a
new recommendation entering the educator’s correct SSN and DOB.

Error Messages

e Authorized Submitters will receive this message when the information entered is
not an exact match to an educator’s existing profile.

Message from webpage X

The SSN & DOB combination does not match. Please reenter the SSN
& DOB combination or contact CTC Admin at
CTConline@ctc.ca.gov(SBL-EXL-00151)

oK

e Educators will receive the message below when using the Create Educator
Account link and the information entered is not an exact match to their existing
profile.

SSN and DOB Error
SSN & DOB combination does not match, please try again.

If you are still receiving this error after using the troubleshooting tips available on the Login Help page,
please call the Certification Division at (916) 322-4974, Option 1 - (M-F 12:00 PM to 4:00 PM ).

This issue cannot be resolved by email for security reasons.

Agency User — Educator Detalil
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The Educator Detail view displays after the Next button is selected from the
Educator Information view after entering an educator’s Social Security Number and
Date of Birth. The Educator Detail view displays personal information as well as
credential information in a read-only format and is for verification purposes only. Use
the arrows to sort and view the available information.

Z2. A“Y”in the Fingerprint Process Complete indicator does not authorize the
educator to be placed in the classroom. Its purpose is to indicate whether the
fingerprint information from the FBI and DOJ has been received by the
Commission.

. The Fingerprint Process Complete indicator does not prevent an educator from
completing and submitting an application and payment through the recommend,
renewal or web application processes.

Last Name  THREE1 Home Phone!(999) 9999991 Last Known County of Employment ! ALAMEDA COUNTY OFFICE €
First Name: TRAINING Work Phone: (999) 999-9991 Sibvarta Xedos Relcatoc
— | . .
Middle Name APPLICATION [Fee Credit Available/N [ Fingerprint Process Complete: Y
e
E-mail; 20000 CoM | Fee Credit Amount]50.00
Documents
3
Pocumen Numbers Document Tithe Term Category Application Status IssuUe Date Expiration Date
Crosscultural, L ind Acad
170087874 TOSSCUIUMAL Language and AcademC  Emergency  New Credential Type  Gramted 11207 2172008
Development Permit
Ci Technical Education Teaching Returned for Addit |
150208778 A e NI, e New Credential Type T AR 12132018 1/1/2024
Credential | Information
30-Day Substinute Teaching Permit Emergency  First Time In Progress 8172018 an/2019
30-Day Substitute Teaching Permit Emergency  First Time In Progress 8172018 11172018
< >

Authonzation / Subjects

Subject Code  Subject Description Major/ Minor  Adde]
> R4T NONE MaJ
Renewal Requirements
[Please disregard any # signs you may see below and refer 1o the “Additional Description” column 1o the right for specific renewal requirements.
[Renewal Code  Renewal Description Additional Description
S oo Ta renew this credential, the holder needs ta submit only an and fee to the C than 12 months

before the expiration date. The renewal period is five years
<

Employment Restrictions

Organiization Type Organization County
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Approved Institution and Authorized Agencies links

Depending on the responsibilities of the Authorized Submitter, one or more links
will display on the Educator Detail view under the Recommendations section.

> The Approved Institutions link is available to:

o Institutions of Higher Education

0 Authorized Agencies with Commission-approved programs
» The Authorized Agencies link is only available to employing agencies.

The type of document determines which link is selected. The two links are described
below.

The Approved Institutions link is for documents which are earned as the result

of the educator completing an Organization’s Commission-approved
preparation or subject matter program.

The Authorized Agencies link is for document(s) which do not require

completion of a Commission-approved program. These documents are only
submitted by employing agencies.

@ Login [ Search

[ Educator Profile Portal

Home Phone:

* Approved Institutions
* Authonzed Agencies

First Name:{TRAINING

Work Phone:

-
Recommendations ] Last Name:-THHEEl
N

Middle Name:|APPLICATION Fee Credit Available: N

E-mail-{xo@ox.com Fee Credit Amount;50.00

Approved Institutions

The steps to start an online Recommendation for a document earned through the
completion of a Commission-approved preparation or subject matter program are:

» Log into the CTC Online system

When the Welcome Back view displays, click the Application tab
e If you are logged in, click the Application tab

> Enter the educator’s Social Security Number (SSN) and Date of Birth (DOB)
» Click Recommend

> |If appropriate, re-enter the Educator's SSN and DOB to create the online profile
» Click Recommend

> Enter or verify the information on the Educator Information view
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¢ If the information displayed is not for the Educator, go to the
Troubleshooting SSN & DOB Issues section of this handbook for more
information.

» Click Next
» Click Approved Institutions

@A logn M Search [l ENHIETGN W Educator Profile Portal

Recommendations Last Name{THREE]
EAppmved lnslltul:ong )
* Authorized Agencies First Name:{TRAINING

Middle Name: APPLICATION

E-mail: ox@xox.com

Approved Institutions view
This is the starting point for creating, editing, deleting and submitting a document
recommendation that is part of a commission-approved program.

[X>  Review the educator’s documents displayed on this view to determine the
credential type, base document, expiration dates, or other information which is
applicable for the new document.

/.. The information displayed on this view is provided in a read-only view and is
for verification purposes only.

2 Only documents with a Document Number and an Application Status of
Valid have been issued to the educator.

[X>  Click on a Document Number to highlight the row and view the document’s
details.

When you are ready to start the recommendation process, click on the
appropriate recommendation option. The following four recommendation options
may be available on this view:

Create New Document Upgrade a Document

Add an Authorization Go to Edit Document
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Latt Name] THREES Haime Bhore | Last Kngwn County of Empioyment |SACRAMENTO COUINTY OFF
Firsa Name | TRANNG Wark Phone: itvaren Aciio ndicasar
Fingerprien Process Complete)¥
Middle Name | APPLICATION Few Creca avastable N

Emnail | ooon com Few Creci Ameunt (S0.00

Dacuments (o 1o Edt Document
Add an Authonzation Upgrade a Document

Term Status Categary Issue Date Expiration Date Appication Status

Deocument Number

190033101 Cenilicate of Clearance Valid Firet Tine 21472019 3172004 Granted
Mew Credersial
y 120552629 Single Subject Teeching Credental Preliminary Vald == 217208 TN/2N Granted
Mew Credential
120555812 Certificate of Clearance Walid 1emz 212mT
Type

Code P Subject Code  Subject Description Msjorf Minor  Added futhorization Date
sus Science Bialogical Soeences (17%]

EC5S ECONOMICS {S0Cia1 SCienCe] (T

NONE My

Please disegant ary & 53gn3 you iy 3ee below and refer 1o the “Additional Deseription” colueni 1o the right for specific renewal requisements.

Renewal Code  Renewal Description Additional Description
Siri This cradential may not be renewed. To quasty for the chear crecential, 1he hokier of this doCUMeNt MUST camplne  Commission-approved nduction
program inchuding Verification of Completion by the program sponsor
< >

Trpe County

Approved Institutions - Resources

Credentials available under the Approved Institutions link require an educator to
complete a Commission-approved preparation program. With the implementation of the
CTC Online system, an authorized submitter’s list of approved programs and subject
areas is filtered based on the Commission’s list of approved programs for the
organization.

The CTC Online — Processing Recommendations section of the Credential Information
Guide provides additional information and guidance to employers in electronically
submitting applications for credential recommendations.

From this view:

The Create New Document button is for creating first time or new type
documents based on completion of a Commission-approved preparation
program. This button is always active.

The Add an Authorization button is for adding other authorization(s) to an
existing document based on completion of a Commission-approved authorization
program. This button is active when a document with a status of “Valid” is
selected.

The Upgrade a Document button is for upgrading a Preliminary or Level |
document to a Clear or Level Il document based on completion of a
Commission-approved preparation program. Upgraded documents are
considered a Renewal (RN) or Reissuance (RI) of the existing document. This
button is active when a document with a status of “Valid” is selected.
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e The Go to Edit Document button is for editing details of a document created
by the Authorized Submitter and is active when a document does not have the
status of “Application to be deleted and purged” or the application and
payment has not yet been submitted by the educator to the Commission.

Approved Institutions — Create New Document

Credential categories of First Time (FT) and New Type (NT), as well as specific
Methodology areas, and Educator Authorizations (C8), based on Commission-approved
preparation programs are available under this option. Additional authorizations which
are not constrained to an organization’s approved preparation or subject matter
programs, such as Supplementary or Subject Matter Authorizations, may only be added
to the initial FT or NT document during this process.

This section describes the process for creating a recommendation for the following
credential:

e Preliminary Single Subject Teaching Credential with three authorizations:
Art, Biological Sciences (Supplemental) and Bilingual Authorization in Spanish

Approved Institutions view

The Approved Institutions view is the starting point for creating, editing, deleting and
submitting a document recommendation for an educator.

Review the educator’s information

Review the educator’s information to verify the recommendation is appropriate and the
new document’s category.

Create the first section of the document

From the Approved Institutions view, the Create New Document button will open the
Document Detail — Authorization/Subjects view.

A document is created when the Authorized Submitter completes the required sections
for the specific document. All new documents are created using the Create New
Document button.

[X>  Click Create New Document.

Page 56141



Approved Institutions:

Last Name; THREE1 Hom
First Name; TRAINING Wor

Middle Name:|APPLICATION Fee Credit A
E-mail; sox@xoc.com Fee Credit

Documents 21-240f44 4

Create New Document ] Add an Authorization Upgrade a Document

Document Number Title

Document Detail — Authorization/Subjects view

Required fields are marked with an asterisk * symbol.

Create the Document

[X>  Click the New button to open the fields.

medayl — Authorization / Subjects

quired Field

Mbletion Date™: i Subject Malle||
Qualification Route:

County of Employment |

Issue Date™ )

Program Name

Program Type

Document Title™: |

Document Term:

Document Category:

Methadology-

[X>  Enter the information moving from the left top to bottom, then the right top to
bottom.

Documnent Detail — Authorization / Subjects:

Candidate Completion Date™; &) _SUD]?M MatIEI] |v ‘
Qualification Route:

Issue Date™] @

County of Employment: |

=]

Program Name |

Program Type

Document Title™ | | = |

Document Term

Document Category

Methodology
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Candidate Completion Date field

This is the date the educator completed the final requirement that qualifies him/her
for the document as determined by the program.

For either District or University Interns, the Candidate Completion Date is the date all of
the intern pre-service requirements applicable for the educator and the organization
offering the Commission-approved program have been met by the candidate.

The Candidate Completion Date will then filter out programs on the Credential Title list
based on the Program Standard Approved Date and the Final Completion Date. The
Candidate Completion Date will also check whether the candidate completed the
authorization program within the organization’s approval time frame.

Determine the Issue Date

This issue date is based upon the following:

e The date the educator completed the final requirement that qualifies him/her
for the document as determined by the program
e the Beginning Date of Service for Intern programs

The Commission will honor the issuance date entered by the Authorized Submitter
when it is after the date the educator has completed all requirements for the document.
The date must be no more than 90 days prior to the day it is paid for and received by
the Commission.

Date fields

[X>  Enter the date the educator completed the program in the Candidate
Completion Date field.

[X>  Enter the document's effective date in the Issue Date field.

There are two options available for entering a date in the Date fields.

[X>  Enter the date with the (MM/DD/YYYY) format to populate the field.
OR

[X>  Click the Date field calendar icon, select the month and year then click on a date.
» Click DONE to populate the field.

Document (Credential) Title field

Select the Document Title, Term, and if appropriate the Methodology, for the
document. If the document title is not listed, please go to the Agency User — Authorized
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Designees and Submitters section for information on how to contact the Commission.

There are two options available for populating the Document Title field.

[X>  Enter the Document Title in the Document Title field.

» Enter part of the Document Title in the Document Title field to view a pop-
up window displaying all matching documents. e.g. Single Subject, Multiple
Subject, Education Specialist, etc.

22 Datain this field is case sensitive.
OR

[X>  Click the Document Title field pick applet to view a pop-up window displaying all
documents available to the Authorized Submitter.

» Change the search field from Title to Document Description.

» Enter the Document Description, e.g. Single Subject, Multiple Subject,
Education Specialist, etc.

» Click the Eind button and/or arrows on the pop-up window to view the
available information.

» Click on the row to select the correct Program Name, Term, Term
Description, Category, and Program Methodology.

» Click OK to populate the fields.

| Document Descnption ¥ ||Single Subject Find I

Catogory  Document Desergtion Tewm Diescripaion. Progesm Methodology P Canegory Desesipa

~— In the event the wrong document is selected, repeat the previous steps to enter
the correct Document information.
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f

Candidate Completion Date"‘tan /2018 (2]

Issue Date™|/8/1/2018 @

Program Name:fSlNGLE SUBJECT TEACHING CREDENTIAL

Program Type; 2042 PRELIMINARY

Document Title*lbingle Subject Teaching Credential &

Document Term}Preliminary

Document Category:|First Time

Methodology: Art

Troubleshooting a blank pop-up window.

When a blank pop-up window appears, please check the following:

e The information entered is not an exact match to the available information.

2. The information in the field is case sensitive.

e Check with your Organization’s Authorized Designee to confirm you have been
authorized to submit the recommendation. If you have been authorized, please
email CTCOnline@ctc.ca.gov describing the problem and identify which
Programs and/or Authorization Codes are needed as your User ID may not be
properly linked.

Title |VH ' ‘ No Records

Title Program Name Term Category Document Description OrganizationName

Subject Matter Qualification Route field

Identifies the route used to meet subject matter was earned for a document. Select
the appropriate route from the following options: Examination, SM at different IHE, or
SM at the recommending IHE.

[X>  Select the Subject Matter Qualification Route.

» Click the Subject Matter Qualification field arrow to view the drop down
menu displaying a list of qualification routes.

» Select the appropriate route to populate the field.

County of Employment field

There are two options available for populating the County of Employment field.
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Enter the educator’s County of Employment (COE) in the County of
Employment field.

e |If there is an exact match to the entered information, the field will populate.

e If there is more than one match or there is not an exact match, a pop-up
window will display.

OR

Click the County of Employment field pick applet to view a pop-up window
displaying all COE information.

» Change the search field from Affiliation Site to Affiliation Name as
needed to query by name.

» Enter the educator’'s County Office of Employment.

» Click the Go button and/or arrows on the pop-up window to view the
available information.

» Click on the row with the correct COE information.
» Click OK to populate the field.

Choose County

Affiliation Name v |Ios I

Affiliation Site Affiliation Codes Affiliation Name Relationship Type Survivor Name

P COE19 19 LOS ANGELES COUNTY OFFICE OF EDUCATION COE LOS ANGELES COUNTY OFFICE OF EDUCATION I

COES9 59 LOS ANGELES UNIFIED SCHOOL DISTRICT COoE LOS ANGELES UNIFIED SCHOOL DISTRICT
< >

All of the fields for the Document Detail - Authorization/Subjects view are
populated.

[X>  Review the information for accuracy.

> When information in a field is incorrect, select an editable field, delete the

information and repeat the previous steps for entering the correct
information in that field.

[X>  Click Save to complete this section.
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Qualification Route)l
Issue Date*} 8/1/2018

m —
pletion Date*} 8/1/2018 ] Subject Ma"?fm at the recommending IHE i ]

County of EmploymengLOS ANGELES COUNTY OFFICE OF EDUCATION

Program Mame; SINGLE SUBJECT TEACHING CREDENTIAL

Program Type: 2042 PRELIMINARY

Document Title*}| Single Subject Teaching Credential & I

Document Term Preliminary

Document Category; New Credential Type

Methodology] Art

In the example below, the Save button was selected.
The first section of the document has been successfully created and saved.

The Document Detail — Authorization/Subjects section displays a Preliminary Single
Subject Teaching Credential in Art.

[X>  When information in a field is incorrect, click the Edit button to open the editable

=0 || @ }- Required Field
Candidan ate™18/1/2018 m ' Subjact Mati) SM at the recommending IHE v |
_— Qualification Route
Issue Date ™ {8/1/2018 || County of Employment|LOS ANGELES COUNTY OFFICE OF EDUCATION

Program Name; SINGLE SUBJECT TEACHING CREDENTIAL |

Program Type; 2042 PRELIMINARY

Document Title™ 1 Single Subject Teaching Credential |

Document TermPreliminary

Document Category| Mew Credential Type

Methodology]Am

Create the second section of the document

The second section of the document is active after the information for first section has
been saved. The Authorization/Subjects button is selected by default.

Some of the Authorization/Subjects and Renewal Requirements fields have been
pre-populated based on the document selected in the first section.

For the example below, the first subject entered for general education credentials and
the program’s methodology must match the Qualification Route listed in the first
section. Click the Subject Matter Program button to enter Art as the document’s first
subject.
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* = Required Field Tof1

Candidate Completion Date ™ 8/1/2018 m _s_um_em Matter
Qualification Route.

County of Employment]LOS ANGELES COUNTY OFFICE OF EDUCATION

SM at the recommending IHE hd

Issue Date™18/1/2018 ®

Program Name | SINGLE SUBJECT TEACHING CREDENTIAL

Program Type] 2042 PRELIMINARY

Document Title™ ] Single Subject Teaching Credential

Document Term: Preliminary

Document Category]New Credential Type

Methodology ] Art

Authorization / Subjects - -1of
Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. SRl IS BT W e T

Authorization Code Authorization Description Subject Code  Subject Description Major/ Minor  Added Authorization Date

» ELAS NOME MAJ

Renewal Requirements

Renewal Code Renewal Description
» R4l This credential may not be renewed. To qualify for the clear credential, the holder of this document must complete a Commission-approved Induction program incl
the program sponsor.
< >
Employment Restrictions m - No Aecords
Organization Type Organization County

Authorizations/Subjects

There are four categories of authorizations which may be added to a document.

The Authorization/Subjects listed on a teaching or services document must include at
least one major subject or authorized area, and may include an emphasis, minors, or
supplementary/subject matter authorizations. Teaching credentials must also include an
English Learner authorization. It is important to understand the differences and select
the appropriate authorization for the credential type.

Go to the CTC Online Recommendations — Credential Types and Codes chart on the
CIG for additional information.

Enter the major authorizations/subjects in the following order (as applicable to the
educator and program):

[X>  select the appropriate button (Exams or Subject Matter Program) to enter the first
authorization.

For general education credentials, the first subject entered for the credential and
the program’s methodology must match the Qualification Route listed in the top
section.

Additional authorizations are entered as follows:

»  Click the Exams button to enter additional major authorizations earned by
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passage of an Exam.

»  Click the Subject Matter Program button to enter additional major
authorizations earned resulting from the completion of a Commission-
approved subject matter program.

»  Click the Authorization button to enter any other authorization/subjects
earned from the completion of a Commission-approved program. This is the
only time additional authorizations (major or minors) earned outside of the
approved institution/organization’s programs can be added to a document.

In addition, the Authorization button is used to delete the pre-populated
English Learner Authorization (ELA) and enter the Bilingual Authorization
(BA) earned resulting from the completion of a Commission-approved
authorization program.

»  Select the Authorization button and then the Supplementary
Authorization button to enter the minor subject matter/supplementary
authorizations earned resulting from the completion of specific coursework
or semester units in the following order:

» Enter Subject Matter authorizations
» Enter Supplementary authorizations

How to Delete information

The Delete button is active when a row of information that you have entered has been
selected.

[X>  Click on a row to select the information to delete.

[X>  Click Delete.

Authorization / Subjects New

Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Marter Program or Exams button.

Authorization Code  Authorization Description Subject Code  Subject Description Major/ Minor ~ Ad
R1S ART Art MAJ
R1B 155 Introductory Social Science MIN

I, ELAS NONE MAJ

[X>  Click OK on the pop-up window to delete the selected record.
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Message from webpage

oK

o Are you sure you want to delete the selected record in
‘Authorization / Subjects'?

Cancel

Exams

This is the first authorization entered when the Subject Matter Qualification Route
entered in the top section is “Examination”.

Additional authorizations earned by passage of an Examination are entered using the

Exams button.

/2 Do not use the Examination and the Subject Matter Program process for the
same subject area.

The example below shows the first section of the document with the Subject Matter
Qualification Route as “Examination”.

m * = Required Field

Candidate Completion Date ™

8/1/2018

3]

Issue Date ™

8/1/2018

]

Examination A I

Program Name:|

SINGLE SUBJECT TEACHING CREDENTIAL

Subject Matter|
Qualification Route:
County of Employment;

LOS ANGELES COUNTY OFFICE OF EDUCATION

Program Type:

2042 PRELIMINARY

e

Document Title™

Single Subject Teaching Credential

yd

Document Term:

Preliminary

Document Category:

New Credential Type

| Methodology:

Art

[X>  Click the Exams button.

Authorization / Subjects

Subject Matter Program

or Single Subject Credential Title doci

Exams view

The section title changes to ‘Exams’ and a new set of buttons display.

[X>  Click the New button to open the fields.
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Authorization Subject Matter Program Supplement

Authorization Code field

There are two options available for populating the Authorization Code field.
[X>  Enter the Authorization Code in the Authorization Code field.
e If there is an exact match to the entered information, the field will populate.

e |If there is more than one match or there is not an exact match, a pop-up
window will display.

OR

[X>  Click the Authorization Code field pick applet to view a pop-up window
displaying all Authorization Codes.

» Click the Find button and/or arrows on the pop-up window to view the
available information.

» Click on the row with the correct Authorization Code and Subject
Description.

» Click OK on the pop-up window to populate the field.

Added Authorization Date field

. The Added Authorization Date field is left blank unless you are adding an
authorization to an existing document.

All of the fields for the Exams view are populated.

[X>  Review the information for accuracy.

» When information in a field is incorrect, click on the Authorization Code
field and either delete the information or click the pick applet, and repeat the
previous steps for entering the correct information.

[X>  Click Save to complete this section.

[X>  Repeat the previous steps for subsequent authorizations as needed.
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Authorization Codg|R1 s| [ ] Subject Code| ARTX W
Authorization Description]Single Subject ‘Suhject Description: Art (Examination) ‘
Added Authorization Dat @ Major/ Minor{MAJ v

The second section of the document has been successfully created and saved.

The Exams section displays the Art by Exam (R1S) and the pre-populated the English

Learner Authorization for Single Subjects (ELAS).

Exams New 1-20f2 4 | 2
[ 0-cc
Authorization Code Authorization Description Subject Code  Subject Description Major/ Minor  Added Authorization Date
ELAS NONE MAJ
» RIS gsingle Subject ARTX Art (Examination) MAJ

Subject Matter Program

This is the first authorization to enter when the Subject Matter Qualification Route
entered is ‘SM at the recommending IHE’ or ‘SM by another IHE’ in the top section.

Additional authorizations earned through a Commission-approved Subject Matter
Program are entered using the Subject Matter Program button.

same subject area.
The example below shows the first section of the document with the Subject Matter

Do not use the Subject Matter Program and the Examination process for the

Quialification Route as either “SM at the recommending IHE” or “SM by another IHE”".

* = Required Field

Candidate Completion Date ™ 8/1/2018 6] Subjgm Maner‘ SM at the recommending IHE | v |
Qualification Route:
Issue Date™8/1/2018 & Tounty of Ernployment:‘ LOS ANGELES COUNTY OFFICE OF EDUCATION
Program Name: SINGLE SUBJECT TEACHING CREDENTIAL / ‘
Program Type:|2042 PRELIMINARY /
Document Title™ | Single Subject Teaching Credential / ‘

Document Term:|Preliminary

Document CategoryNew Credential Type

@hod ology:|Art
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My Filtered Recommends THREE Document Detal
Candidate Completion Date* | 8/1/2016 m ubject Mattel e s o1 a different IHE v
— Qualification Route: ||
Issue Date ™ |8/1/2016 @ ‘County of Employment|LOS ANGELES COUNTY OFFICE OF EDUCATION

Program Name: SINGLE SUBJECT TEACHING CREDENTIAL

Program Type] 2042 PRELIMINARY
Decument Title™ | Single Subject Teaching Credential
Document Term: Preliminary

Document Category| New Credential Type

| MethodologyAnt |

[X>  Click the Subject Matter button.

Exams ~20f2

- Authorization ubjec:t Matter Progra Supplement

Subject Matter view

The section title changes to ‘Subject Matter’ and a new set of buttons display.

[X>  Click the New button to open the fields.

Subject Matter

Authorization Supplementary Authorization

Organization field

The Organization to which the authorized submitter is linked will automatically populate
in the Organization field.

When the Subject Matter Qualification Route entered in the top section is ‘'SM at a
different IHE’, the Organization field must be changed to list the Organization where the
Educator completed the Subject Matter Program that qualified him/her for the document.

/. For Special Education Instruction Credentials, the Subject Matter Program
information is not entered even when the Subject Matter Qualification Route
selected is “SM by IHE” or “SM by another IHE”.

There are two options available for changing the Organization field.

[X>  Enter the correct Organization in the Organization field.
¢ |If there is an exact match to the information entered, the field will populate.

e If there is more than one match or there is not an exact match, a pop-up
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window will display.
OR

[X>  Click the Organization field pick applet to view a pop-up window displaying all
Organizations.

» Click in the first data field and select a different column name, e.g.
Affiliation Name.

» Enter the Organization Name, e.g. California State University in the
second data field.

» Click the Go button and/or arrows on the pop-up window to view the
available information.

» Click on the row with the correct Organization information.
» Click OK on the pop-up window to populate the field.

Authorization Code field

o For general education credentials, the first subject entered for the credential and
the program’s methodology must match.

There are two options available for populating the Authorization Code field.
[X>  Enter the Authorization Code in the Authorization Code field.
e |If there is an exact match to the information entered, the field will populate.

¢ If there is more than one match or there is not an exact match, a pop-up
window will display.

OR

[X>  Click the Authorization Code field pick applet to view a pop-up window
displaying all Authorization Codes.

» Click the Eind button and/or arrows on the pop-up window to view the
available information.

> Click on the row with the correct Authorization Code and Subject Code.

» Click OK on the pop-up window to populate the field.

Added Authorization Date field

‘. The Added Authorization Date field is left blank unless you are adding an
authorization to an existing document.
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All of the fields for the Subject Matter Program view are populated.

[X>  Review the information for accuracy.

» When information in a field is incorrect, click on an editable field and either
delete the information or click the pick applet, and repeat the previous steps
for entering the correct information.

[X>  Click the Save button to complete this section.

[X>  Repeat the previous steps for subsequent authorizations as needed.

Matter

Save Cancel

Organizatiolf CTCUNI ‘ &l
Authorization Code]{R1S Y

Authorization Description’| Single Subject

r

Subject Code] ART

Subject Description: Art

Major/ Minor: MAJ v

Added Authorization Date: 2]

The second section of the document has been successfully created and saved.

The Subject Matter section displays the Art (R1S) and pre-populates the English
Learner Authorization for Single Subjects (ELAS).

Subject Matter New [RISEIANE

- Authorization Supplementary Authorization

Organization Authorization Code Authorization Description  Subject Code Subject Description Major/ Minor  Added Authorization Date

CTCUNI ELAS NONE MAJ

Single Subject ARTX Art (Examination) MAJ

s CTCUNI RIS

Supplementary Authorization, including Subject Matter Authorizations

Authorizations earned by the completion of specific coursework and semester units or
degree major are listed as a minor subject on the document, and are entered using the
Supplementary Authorization button.

Refer to the information below for additional guidance.

TC1 - Single Subject

Authorization Code Type Leaflet
R1A Specific Supplemental Authorization CL-603
R1B Introductory Supplemental Authorization CL-603
SMAA Specific Subject Matter Authorization CL-852
SMAB Introductory Subject Matter Authorization CL-852
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TC2 - Multiple Subject

Authorization Code Type Leaflet
R2B Introductory Supplemental Authorization CL-629
SMAA Specific Subject Matter Authorization CL-852
SMAB Introductory Subject Matter Authorization CL-852

[X>  Click the Supplementary Authorization button.

Subject Matter 1-20f2

- Authorization | SupplementaryAuthorlzatlon]

Supplementary Authorization view

The section title changes to ‘Supplementary Authorization’ and a new set of buttons
display.

[X>  Click the New button to open the fields.

Supplementary Authorization

Authorization

Authorization Code field

Subject Matter Program

There are two options available for populating the Authorization Code field.
[X>  Enter the Authorization Code in the Authorization Code field.
e If there is an exact match to the information entered, the field will populate.

e |If there is more than one match or there is not an exact match, a pop-up
window will display.

OR

[X>  Click the Authorization Code field pick applet to view a pop-up window
displaying all Authorization Codes.

» Click the Eind button and/or arrows on the pop-up window to view the
available information.

> Click on the row with the correct Authorization Code and Subject
Description.
» Click OK on the pop-up window to populate the field.
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Added Authorization Date field

. The Added Authorization Date field is left blank unless you are adding an
authorization to an existing document.

All of the fields for the Supplementary Authorization view are populated.

[X>  Review the information for accuracy.

» When information in a field is incorrect, click on the Authorization Code
field and either delete the information or click the pick applet, and repeat
the previous steps for entering the correct information.

[X>  Click Save to complete this section.

[X>  Repeat the previous steps for subsequent authorizations as needed.

Supplementary Authorization
Authorization Code }|R1A & Subject Code:|BSCI v
e —
Authorization Description Specific Supplementary Auth ‘ Subject Description: Biological Sciences

Added Authorization Date -I 4 Major/ Minor:| MIN v

The second section of the documenthas been successfully created and saved.

The Supplementary Authorization section displays Art (R1S), Biological Sciences
(R1A) and the pre-populated English Learner Authorization for Single Subjects (ELAS).

Supplementary Authorization -3

of 2 < | 2
- Authorization Subject Matter Program

Authorization Code Authorization Description Subject Code  Subject Description Major/ Minor ~ Added Authorization Date
ELAS NONE MAJ
RIS Single Subject ARTX Art (Examination) MAJ

> R1A Specific Supplementary Auth BSCI Biological Sciences MIN

Authorizations/Subjects

The Bilingual authorization(s) earned through a Commission-approved program are
listed as a major authorization and are entered using the Authorization button.

Authorization field

[X>  Click the Authorization button.
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Supplementary Authorization ew EELE

- Authorlzatlon ] Subject Matter Program

Authorization view

The section title changes to ‘Authorization/Subjects’ and a new set of buttons
display.

[X>  Click the New button to open the fields.

Authorization / Subjects -

= e For Single Subject C

Subject Matter Program

Authorization Code field

There are two options available for populating the Authorization Code field.

[X>  Enter the Authorization Code in the Authorization Code field.
¢ |If there is an exact match to the information entered, the field will populate.

e |If there is more than one match or there is not an exact match, a pop-up
window will display.

. Theinformation in this field is case sensitive.
OR

[X>  Click the Authorization Code field pick applet to view a pop-up window
displaying all Authorization Codes.

» Click the Find button and/or arrows on the pop-up window to view the
available information.

> Click on the row with the correct Authorization Code and Authorization Code
Description.
» Click OK on the pop-up window to populate the field.

Added Authorization Date field

Page 73|141



. The Added Authorization Date field is left blank unless you are adding an
authorization to an existing document.

All of the fields for the Authorization/Subjects view are populated.

[X>  Review the information for accuracy.

»  When information in a field is incorrect, click on the Authorization Code
field, and either delete the information or click the pick applet, and repeat
the previous steps for entering correct information.

[X>  Click the Save button to complete this section.

[X>  Repeat the previous steps for subsequent Bilingual authorization(s) as
needed.

Authorization / Subjects
:

Authorization Codg| BASP

Subject Code:;| NONE

@&

p—

Authorization Description; Bilingual: Spanish or new Educ Auth C8 Subject Description:

Added Authorization Date; »ﬂﬂ Major/ Minor{ MaJ hd

The second section of the documenthas been successfully created and saved.

~". Delete the pre-populated English Learner Authorization (ELA) if entering
any Bilingual Authorization (BA).

The Authorization/Subjects section displays Art (R1S), Introductory Science (R1B)
and the Bilingual: Spanish or new Educ Auth C8 (BASP).

Authorization / Subjects - 301 3
Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. ST S ClETaTT ol vz iile]y]

Authorization Code Authorization Description Subject Code  Subject Description Major/ Minor  Added Authorization Date
R1S Single Subject ART Art MaAJ
R1B Introductory Supplementary Auth 155 Introductery Social Science MIN
} BASP Bilingual: Spanish or new Educ Auth C8 NONE MAJ I

The third section of the document

The Renewal Requirements section is pre-populated based on the Document Title
selected in the first section.
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Renewal Requirements Y1t

Renewal Code Renewal Description Additional Description

This credential may not be renewed. To qualify for the clear credential, the holder of this document must complete a

! TC Code Not Required
Commission-approved Induction program including Verification of Completion by the program sponsor.

» R141

Review the top two sections of the document

[X>  Review the information for accuracy.

» Click the Edit button to open the editable fields in the first section of the
document if changes are needed.

» Click on the applicable link below to change information displayed on the
second section of the document:

e Credential/Program Information (first section)

e [Exams

e Subject Matter Program

e Supplementary Authorization, including Subject Matter Authorizations

e Authorizations/Subjects, English Learner and Bilingual Languages

[X>  Continue creating the last part of the document by completing the Employment
Restrictions section if the recommendation is for a restricted document, then click
Next to add the required Attachments.
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Decument { i Subjects
| juired Fiel of
\uired Field 1of1
candidate! 8/1/2018 m Subject Matterl ey, e recommending IHE v

Qualification Route:| |
Issue Date™18/1/2018 m County of Employment|LOS ANGELES COUNTY OFFICE OF EDUCATION
Program Name | SINGLE SUBJECT TEACHING CREDENTIAL

Program Type: 2042 PRELIMINARY

Document Title* {Single Subject Teaching Credential

Document Term: Preliminary

Document Category|Mew Credential Type

Methodology | Am

Authorization / Subjects - =R

Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button, SRS L= GRAT L FEl ]

Authorization Code Authorization Description Subject Code  Subject Description Major/ Minor  Added Authorization Date
> RIS Single Subject ARTX Art (Examination) MAJ

RlA Specific Supplementary Auth BSCI Biological Sciences MIN

BASP Bilingual: Spanish or new Educ Auth €8 NOMNE MAJ

Renewal Requirements

FRenewal Code Henewal Description Addmional Description

This credential may not be renewed. To qualify for the clear credential, the holder of this document must complete a
Commission-approved Induction program including Verification of Completion by the program sponsor.

Employment Restrictions - No Recor

Organization Type Organization County

y Al4 TC Code Not Required

Back Cancel Next

From this view:

* Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.

* The Cancel button to the bottom left of the Next button will delete and purge
the document.

* The Back button at the bottom left may change the document status to
deleted and purged.

Approved Institutions — Add an Authorization

Credential categories of Added Authorizations (AA) are available based on a
Commission-approved authorization program. When a new authorization is added to an
existing credential, the credential is issued again. When the new authorization(s) is
added, the document will display with the same credential title and expiration dates as
the existing credential.

/. Review the following documents for additional guidance:
e CIA 14-07 Submission Process for Adding Credential Authorizations
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e CIA 14-08 CTC Online Recommendation Guidance
e CTC Online Recommendations - Credential Types and Codes

Determine the Added Authorization Date

The Added Authorization Date is based upon the following:

e The date the educator completed the final requirement that qualifies him/her
for the additional authorization as determined by the program

The Commission will honor the Added Authorization Date entered by the Authorized
Submitter when it is after the date the educator has completed all requirements for the
authorization. The date must be no more than 90 days prior to the day it is paid for and
received by the Commission.

Add an Authorization to an existing document

The steps to start an online Recommendation to Add an Authorization are:

[X>  Log into the CTC Online system
» When the Welcome Back view displays, click the Application tab

» If you are logged in, click the Application tab
Enter the educator’s Social Security Number (SSN) and Date of Birth (DOB)

Click Recommend

I

Verify the information on the Educator Information view and click Next

¢ |If the information displayed is not for the Educator, go to the
Troubleshooting SSN & DOB Issues section of this handbook for more
information.

e The Create Person button is not available on this view.

[X>  Click Approved Institutions on the Educator Detail view

Approved Institutions view

The Approved Institutions view is the starting point for creating, editing, deleting and
submitting a document recommendation for an educator.

[X>  Review the educator’s credential information to select the appropriate document
to which the authorization(s) will be added.

» The document must display the following information:
e A Document Number
e Statusis Valid
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Last Name | THREE1 Home Phone Last Known County of Employment SACRAMENTO COUNTY OFF

First Name | TRAINING Wark Pnone Adverse Action inicmor
| T ——— Fingerpnint Process Complete Y
[ Miadle Name | APPLICANT Fee Creait Available{N
[ E-mail | XOO(@H00CCOM Fee Credn Amount |$0.00

Add an Authorization ll Upgrade a Document

ument Number . Tike Term Category Issue Date Expuavon Dan  Apphcaton Status
» 120552929 Single Subject Teaching Credential Preliminary New Cregential Type 6/21/2016 Tn/20 Granted
120555812 Cenificate of Clearance New Cregential Type /2002 2n207 Granted
160011108 Education Speciahst Instruction Credential Preliminary New Credential Type 5/572012 6/16/2016 Granted
160088678 30-Day Substitute Teaching Permi Emergency Firs1 Time 11172016 /2007 Granted
Authorization / Subjects
Authonzauvon Code Authonzation Description Subject Code  Subject Description Magor/ Mnor Added Aurhorization Date
> RIS Single Subject s8s Science: Biological Sciences MAS
SMAA Specific Subject Matter Auth ECSS Economics (social science) MIN
ELAY English Learner or CLAD Centificate HONE MAY

Renewal Requirements
Please disregard any & Signs you may see Delow and refer 1o the “Additional Description” column 10 the right for specific renewal requirements.
Renewal Code  Renewal Description Addimional Description

This credential may not be renewed. To quality for the clear credential, the holder of this document must complete &
Commission-approved Induction program inchuding Verrfication of Completion by the program sponsor

> R

<

Employment Restrictions

Organization Type Organization County

ADD AN AUTHORIZATION

[X>  Click on a row of information to select the document.

e Additional information of the highlighted document will display in the
sections below.

In the example below, the Education Specialist Added Authorization Area: Autism
Spectrum Disorders (AAAS) is added to an issued Clear Education Specialist
Instruction document with an effective date of 8/1/2018.

[X>  Click the Add an Authorization button.
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Last Name THREE1 Home Phone| Last Known County of Employment ALAMEDA COUNTY OFFICE C

First Name  TRAINING Work Phone| Adverse Action Indicator
—_— Fingerprnt Process Complete Y
Muaale Name | AFPLICATION Fee Creain Avaidable|N
Email J0OUEO0C COM Fee Credn Amount | $0.00
Documents

.
Add an Authonzation

Document Number T Stams v Category  IssueDate  Expiration Date  Application Status

190033101 Cenificate of Clearance valia FirstTime  2/14/2019 31/2024 Grantea

I, 170193075 Education Specialist Instruction Credential  Prelimenary valia First Time  5/5/2017 6/1/2022 Granted I

Authonzation / Subjects

Authonzavon Codi Authonzaton Description Subyect Cod Subject Descniption Major/ Ming Added Authorizanion Date

» R3MM Mild/Moderate Disabilses e Mia/Mooetate (xsabiimes MAS

Renewal Requirements

Please disregard any ¥ signs you may see below and refer 1o the “Additional Description” column 1o the right for specific renewal requirements
Renewal Code  Renewal Description Addnsonal Description
To renew this credential, the holder needs 10 submet only an spplication and fee 1o the Commussion NO earlker than |2 months belore the expiration date.
> R20 TC Code Not Required
The renewal penod is five years
>

<

Employment Restrictions

Drganization Type Organzation County

Document Detail view

The section title changes to ‘Authorization/Subjects’ and a new set of buttons display.

If needed, click the appropriate button (Exams or Subject Matter Program) for the type
of authorization to be added.

[X>  Click the New button to open the fields.

Document Detail

Eat 10f1

Issue Date:5/5/2017 [Ei ‘

Credential Title: Education Specialist Instruction Crec+

Credential Term: Preliminary \

Credential Category-|Added Authorization ‘

Authorization / Subjects

Authorization Code field

Exams

Subject Matter Program

[X>  Enter the Code in the Authorization Code field.
If you do not know the code, use the pick applet to view available options.

fn, The information in this field is case sensitive.

Page 79]141



Added Authorization Date field

Refer to the Determine the Added Authorization Date section for additional quidance.

>

Enter the Date in the Added Authorization Date field.

All of the fields for the Document Detail - Authorization/Subjects view are

populated.

>

Review the information for accuracy.

» When information in a field is incorrect, click on an editable field and either
delete the information or click the pick/date applet, and repeat the previous
steps for entering correct information.

[X>  Click Save to complete this section.

uthorization / Subjects

Save

Authorization Cnd% AAAS ]

1
Authorization Description: iSubject Description:

dded Authorization Dat{: 8/1/2018 & l Major/ Minor{ MIN s

Cancel
P

Subject Code:| NONE b

2l

—

The second section of the document has been successfully created and saved.

The Authorization/Subjects section displays the Education Specialist Added
Authorization Area: Autism Spectrum Disorders (AAAS) and an added authorization
date of 8/1/2018.

Tofl
Issue Date 5/5/2017 m
Credential Tithe |Education Specialest Instruction Cred
Credential Term W
Credential Category. ;;cll;!:;nmrlnnoﬁ
Authorization / Subjects
- Subject Matter Program
Organization Code Subject Code  Subject Description Major/ Minor  Added Authorization Date
CTCUNI RIMM Mild/Moderate Disabilimies MM Mild/Moderate Disatalites MaJ
} CTCUNI AARS NONE MIN B1/2018

ADDING BILINGUAL AUTHORIZATION(S)

When adding Bilingual authorization(s) to an existing document
Commission staff will remove the previous English Learner
authorization. If this is not done, email a correction request to remove the
pre-populated English Learner authorization. Go to the Agency Users -
Corrections section for additional information.
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- g

Issue Date|6/21/2016 m
Credential Tile|Single Subject Teaching Credential
Credentsal Term: Preliminary

Credential Category Emmc Authorization

Authorization / Subjects fofd 4 »
Subject Matter Program

ion Code Authorization Description Subject Code  Subject Description Major/ Minor  Added Authoriz: Organization
E ELAT :I-_m;l:sn Learner or GLAD Centificate NONE Mad CTCUNI
RIS Single Subject sBS Science: Biological Sciences MAS CTCUNI
SMAA Specific Subject Matter Auth ECSS Economics (social science) MM CTCUNI
BaaB Bilingual: Arabic or new Educ Auth CB NONE Mad arnys2018 CTCUNI

The third section of the document.

Renewal codes are not entered when adding authorizations to an existing document.
The Renewal Requirements section will not change.

[X>  Finish submitting the document by clicking Next to add the required Attachments.

ocument Detadl

kgl

Issue Date B/5/2017 [m

Credential Title’ Education Specialist Instruction Cred

Credential Term Preliminary

Credential Category |Added Autharization

Authorization / Subjects 1-26f2 4
- Subject Matter Program

ion Code ization Descripti Subject Code Subject Description Major/ Minor  Added Authorization Da Organization
RIMM Mild/Moderate Disabilities MM Mild/Moderate Disabilities MaJ
» ARAS NONE MIN 8/1/2018 CTCUNI
< >
< >

Renewal Requirements 1-15i1

Renewal Code Renewal Description Additional Description
This preliminary credential may not be renewed. To continue to Sefve in a position authorized by this credential, the holder
> RIGN must obtain the 1 from a Com ppI Clear Education Specialist Credential Induction program
sponsor
< >
< >
Employment Restrictions - i Abeords
Organization Type (Organization County

<

From this view:

o Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.
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. The Cancel button to the bottom left of the Next button will delete and purge the
document.

e  The Back button at the bottom left may change the status to deleted and
purged.

ADD AN AUTHORIZATION BY EXAMINATION

Authorizations earned by passage of an examination are entered using the Exams
button.

[X>  Click the Exams button.

Document Detail - Exams view

The section title changes to ‘Exams’ and a new set of buttons display.

[X>  Click the New button to open the fields.

Authorization Subject Matter Program

[X>  Follow the basic steps outlined in the Add an Authorization Code field section to
enter the new authorization earned by examination.

ADD AN AUTHORIZATION BY SUBJECT MATTER PROGRAM

Authorizations earned through a Commission-approved Subject Matter Program are
entered using the Subject Matter Program button.

[X>  Click the Subject Matter Program button.

rganizauon ovizauon vescnpuon

Document Detail - Subject Matter Program view

The section title changes to ‘Subject Matter Program’ and a new set of buttons
display.
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[X>  Click the New button to open the fields.

S

Change the Organization field to reflect the Organization where the Subject

Matter Program was competed.

[X>  Follow the basic steps outlined in the Add an Authorization Code field section to
enter the new authorization earned by Subject Matter Program.

Approved Institutions — Upgrade A Document

Credential categories of Clear or Level Il Renewal (RN) or Reissuance (RI) are
available for selection based on a Commission-approved preparation program.

/.. Click on one of the links below for additional guidance:

CTC Online Alert: 12-03 - Recommending for a Clear or Level |l credential

CIA 14-08 CTC Online Recommendation Guidance

CIA 16-02 English Learner Authorization for Holders of Preliminary Teaching

Credentials (including Level I/Preliminary Education Specialist Instruction

Credentials
CIA 17-01 Dependent Credential Dating

CTC Online Recommendations - Credential Types and Codes

Upgrade an existing document

The steps to start an online Recommendation to Upgrade a Document are:

[X>  Log into the CTC Online system

» When the Welcome Back view displays, click the Application tab

» If you are logged in, click the Application tab

[X>  Enter the educator's Social Security Number (SSN) and Date of Birth (DOB)

[X>  Click Recommend

> Verify the information on the Educator Information view and click Next

If the information displayed is not for the Educator, go to the
Troubleshooting SSN & DOB Issues section of this handbook for more
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information.

e The Create Person button is not available on this view.

[X>  Click Approved Institutions on the Educator Detail view

Approved Institutions view

The Approved Institutions view is the starting point for creating, editing, deleting and
submitting a document recommendation for an educator.

[X> Review the educator’s credential information to select the most recent Level | or
Preliminary document to upgrade.

» The document must display the following information:
e A Document Number
e Statusis Valid

Last Name | THREE1 Home Phone Last Known County of Employment SACRAMENTO COUNTY OFF
First Name| TRAINING Wiork Phone: Ama Argion WeScmo
— Fingerprint Process Complete ¥
[ Middle Name| APPLICANT Fee Credit Available!N
‘ E-mail | JOOU@IO0 COM Fee Crednt Amount |$0,.00
Documents

Category Issue Date Expuration Dat  Application Status
Single Subject Teaching Credential Prefwminary New Credential Type 6/21/2016 T/1/2021 Granted
Cenificate of Clearance New Cregential Type 1172012 212017 Granted
160011108 Education Speciahst Instruction Credential Preliminary New Credential Type /62012 6/16/2016 Granted
160088678 30-Day Subs tung P i Emergency First Time /172016 2n/207 Granted
Authornization / Subjects
Authonzation Code Authonzation Description Subject Code  Subject Description Magoe/ Mnor  Added Authorization Date
> RIS Single Subject SBS Science Biclogical Sciences MAY
SMAA Specific Subject Matter Auth ECSS Economics (social science) MIN
ELAI English Learmer or CLAD Certificate NONE MAJ

Renewal Requirements
Please disregard any & signs you may see below and refer 1o the “Addional Description™ column 16 the right for specific renewal requarements.
Renewal Code  Renewal Description Additonal Description

T Thas credential may not be renewed. To qualrdy for the clear credential, the holder of this document must complete &
1
Commission approved Induction program inchuding Verification of Completion by the program sponsor

< >

Employment Restrictions

Organization Type Organization County

UPGRADE A DOCUMENT

[X>  Click on a row of information to select the document.

e Additional information of the highlighted document will display in the
sections below.
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In the example below, the Preliminary Education Specialist Instruction document is
selected to upgrade to a Clear Education Specialist Instruction document with an
effective date of 8/1/2018.

[X>  Click Upgrade A Document.

Last Name  THREEY Horme Praone Law County of OFF
Fofst Name TRABSNG Work Prone Acdrerie ACIION iDL AN0!
Mhadie Name | APPLICANT Pt Crwchit Amadlabbe it Faegarpnnt Process Comptate ¥
- R
Documents I
Dhoxc et Muamsbeet Tike Category Iusise Dase Expwanon Dute  Appiscatson Stanes
120852508 Sancle Sastect Teschung Credentusl Frpieary valid  Newo recertisl Type LT T Grarted
120555812 New Crecential Type 1202 27207 Fee eamed. not refundable (5 CCF section BO4ET)
L 160011108 Pirbunary Vakd Mom Crocentasl Tyom s WIGI0IE  Feweae ot sebundabie (5 CCR section BOKAT)
NeonkssT 30-Dary Subsststute Teachang Perma Emergency Vb First Tima e 2 Faw sarned. not refundable (8 CCH section 00487)

Authorzation / Subjects

» Foums Ml Moderate Diasbdnies [rY] Mkt Mt st Dog st (Y]

Rentwal Requirements

Plate Seuregard any ¥ s you may see Below and reler to The “Adanionsl Descrption” column 1o the rght for Bpecic nermewal requinsments.

Renewal Code  Renesal Descrptaon. Addetsonal Deacrgaion
i Thes prefimenary credential may not be tenewed To CONtInUE 10 Berve in & poSitsan suthoriaed by thes Credential, the holder mu
ttan ac e Clea Exducation Specialist Credentaal induction program sponsor

Employrment Restnctions

Ovganaranon Type Organratron Conmty

Document Detail view

[X>  Click Edit to open the fields in the first section.

Document Detail:

I * = Required Field

Candidate Completion Date™:

Issue Date ™| 5/5/2012 @

Expiration Date:

Recommendation Type:

Program Type:

Credential Title ™| Education Specialist Instruction Credential

Credential Term: Preliminary

Credential Category: New Credential Type

Methodology:

> Starting from the top, click in each of the opened fields to delete the existing
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information.

Document Detail

Candidate Completion Date™:

Issue Date™5/5/2012

Expiration Date’

Recommendation Type:

Program Type:

Credential Title™: Education Specialist Instruction Credential

Credential Term: Preliminary Y l

Credential Category;New Credential Type

Methodology:

Candidate Completion, Issue and Expiration Dates

Candidate Completion Date field

This is the date the educator completed the final requirement that qualifies him/her
for the document as determined by the program.

The Candidate Completion Date will then filter out programs on the Credential Title list
based on the Program Standard Approved Date and the Final Completion Date. The
Candidate Completion Date will also check whether the candidate completed the
authorization program within the organization’s approval time frame.

Determine the Issue Date

This issue date is based upon the following:

e the completion date of Clear or Level Il program as determined by the program if
the educator is eligible and has meet all the requirements for the document on
the date

The Commission will honor the issuance date entered by the Authorized Submitter
when it is after the date the educator has completed all requirements for the
document. The date must be no more than 90 days prior to the day it is paid for and
received by the Commission.

Determine the Expiration Date
Regardless of the document category selected (RN or RI), an upgraded document will
expire the first day of the following month five years fromthe issuance date.
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Issuance date for Upgraded document: 8/01/2018
Expiration date for Upgraded document 9/01/2023

i Dependent Credential Dating

Dependent documents, such as the Administrative Services Credential, are an
exception to the dating rule. It is critical to review the guidance in CIA 17-01
Dependent Credential Dating to avoid costly errors when submitting dependent
documents.

Date fields

[X>  Enter the date the educator completed the program in the Candidate
Completion Date field.

[X>  Enter the document’s effective date in the Issue Date field.

[X>  Enter the document’s expiration date in the Expiration Date field.

There are two options available for entering a date in the Date fields.

[X>  Enter the date with the (MM/DD/YYYY) format to populate the field.
OR

[X>  Click the Date field calendar icon, select the month and year then click on a date.
» Click DONE to populate the field.

Credential (Document) Term field

Select the Credential Term for the document. If the document title is not listed, please
go to the Technical Requirements, Requesting CTC Technical Assistance section for
information on how to contact the Commission.

There are two options available for populating the Credential Term field.

[X>  Enter the Credential Term in the Credential Term field.
¢ If there is an exact match to the information entered, the field will populate.

e |If there is more than one match or there is not an exact match, a pop-up
window will display.

OR

[X>  Click the Credential Term field pick applet to view a pop-up window displaying
all Credential Terms.

» Click the Eind button and/or arrows on the pop-up window to view the

Page 87]141


https://www.ctc.ca.gov/docs/default-source/cig2/alerts/2017-alerts/cia-17-01.pdf

available information.

> Click on the row with the correct Document Description and Category
Description.

» Click OK to populate the field.

To view all of the information in the pop-up window, move the mouse pointer over
the side of the window to change it to a double arrow pointer. Click on the
double arrow and move it to expand or reduce the window size.

In the example below, the credential category of Re-issuance is selected as the
educator’s expired preliminary credential is recommended for an upgrade to a clear

credential.

Title ok Find

Category Description Program Methodology

Term OeganizationMame  Program Type Progeam Mame Decument Description Term [ Category
EDUCATION

SPECIALIST Educati
INSTRUCTION Instruc

TCIS cL CTCUNI CLEAR INDUCTION

CREDENTIAL

EDUCATION
Y r—" e cLeammoucToN B e Tl )

- struction Credential

CREDENTIAL

EDUCATION

SPECLALIST EQuCaty

INSTRUCTION i

CREDENTIAL

o

L8 Cancel

All of the fields for the Document Detail view are populated.

[X>  Review the information for accuracy.

»  When information in a field is incorrect, click on an editable field, and
either delete the information or click the pick applet, and repeat the
previous steps for entering correct information.

[X>  Click the Save button to complete this section.
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Document Detail

* = Required Field

Candidate Completion Date *}/8/1/2018

Issue Date*}|8/1/2018 (2

Expiration Date} 9/1/2023

Recommendation Type: EDUCATION SPECIALIST INSTRUCTION CREDENTI

Program Type: CLEAR INDUCTION

Credential Title™|Education Specialist Instruction Credential
—
Credential Tern{ CIearI a] ]

Credential Category: Re-issuance

Al

Methodology:

The first section of the document has been successfully created and saved.

The Document Detail — Authorization/Subjects section displays a Re-Issued Clear
Education Specialist Instruction Credential with an issue date of 8/1/2018 and expiration
date of 9/1/2023.

[X>  When information in a field is incorrect, click the Edit button to open the editable
fields.

Document Detail

* = Required Field

Candidate Completion Date™:|8/1/2018

Issue Date™{8/1/2018 3]

Expiration Date:{9/1/2023

Recommendation Type: EDUCATION SPECIALIST INSTRUCTION CREDENTI

Program Type:|CLEAR INDUCTION

Credential Title ™| Education Specialist Instruction Credential

Credential Term:|Clear

Credential Category:|Re-issuance

Methodology:

Authorizations/Subjects section

Additional Authorizations/Subjects cannot be added when upgrading a document
through the CTC Online system.
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Additional authorizations may be applied for after the Clear Credential recommendation has
been granted and will require an additional application and fee.

Renewal Requirements section

The Renewal Requirements section is blank. Add the new renewal requirements.

[X>  Click the New button to open the fields.

Renewal Requirements

Renewal Code Renewal Description

New lo Records

Renewal Code field

There are two options available for populating the Renewal Code field.

[X>  Enter the Code in the Renewal Code field.

2. Theinformation in this field is case sensitive.
. If there is an exact match to the information entered, the field will populate.

o If there is more than one match or there is not an exact match, a pop-up
window will display.

OR

[X>  Click the Renewal Code field pick applet to view a pop-up window displaying
available Codes.

»  Click the Eind button and/or arrows on the pop-up window to view the
available information.

»  Click on the row with the correct Renewal Code.

»  Click OK on the pop-up window to populate the field.

[X>  Click Save to complete this section.
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«Renewal Codg:

Renewal Description; To renew this credential, the holder needs to submit

Additional Description; TC Code Not Required

The third section of the document has been successfully created and saved.

The Renewal Requirements section displays the updated Renewal Requirement R20.

Renewal Requirements m 1-10f1

Renewal Code Renewal Description Additional Description

To renew this credential, the holder needs to submit only an application and fee to the Commission no earlier than 12 months

R20 L
> before the expiration date. The renewal period is five years

TC Code Not Required

Review the top three sections of the document

[X>  Review the information for accuracy.

» Click the Edit button to open the editable fields in the first and second
sections of the document if changes are needed.

» To change information displayed on the third section of the document, click
on a row and then click the Delete button. Click the New button to open the
editable fields.

[X>  Finish submitting the document by clicking Next to add any required
Attachments.

Page 91]141



~ uired Field
Edit
uicate completion Date™18/1/2018

Issue Date™{8/1/2018 m

Expiration Date|9/1/2023

Recommendation Type] EDUCATION SPECIALIST INSTRUCTION CREDENTI

Program Type|CLEAR INDUCTION

Credential Title*: Education Specialist Instruction Credential

Credential Term: Clear

Credential Category: Re-issuance

Methodology]

Authorization / Subjects - - 1-10f1

Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. ETVISTiE AL LI FZ )

1of1

Authorization Code Authorization Description Subject Code  Subject Description Major/ Minor  Added Authorization Date
» RIMM Mild/Mederate Disabilities MM Mild/Moderate Disabilities MAJ
Renewal Requirements New
Renewal Code Renewal Description Additional Description
20 Torenew this credential, the holder needs to submit only an application and fee to the Commission no earlier than 12months o
e Not Requir
1 before the expiration date. The renewal period is five years 7

Employment Restrictions m - Mo Re
Organization

Organization Type

From this view:

» Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.

« The Cancel button to the bottom left of the Next button will delete and

purge the document.

» The Back button at the bottom left may change the status to deleted and

purged.

Approved Institutions — Go to Edit Document

The Edit or Go To Edit Document button becomes available for selection when an
Authorized Submitter selects a document created by him/her and has one the following

status:
e In Progress

¢ Recommended
e Awaiting Payment
e Educator Return

e Ready for Submission

When the application displays the status of “Pending”, the educator has already
completed the application and payment process and the document has been received
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by the Commission. The document status also displays on the Educator Detail view.

» Click the Edit button when using the My Filtered Recommends view.

» Click the Go to Edit Document button when using the Approved Institutions
view

My Filtered Recommends view — Edit

The steps to edit a document using the Edit button are:

[X>  Loginto the CTC Online system
»  When the Welcome Back view displays, click the Application tab

» If you are logged in, click the Application tab

My Filtered Recommends view

[X>  Click on the Document Title.
/. Use the arrows or the Query button to locate the document.
/. When the document you wish to edit does not display on this view, it may

have been deleted. Re-create the document following the steps outlined
in the Create New Document section.

# Login [l Search B Educator Profile Portal

My Filtered Recommends

Enter the Educator's Information Documents Export 11-200f20+ 4 3
Social Security Numbe ]
(a#;”w:;)".:" ! Select CreatedBy  Created Document Title FirstNamev LastName Status

Date of Birth l—
1 le S T i} . | i
(MM/DD/YYYY) *- ] » No CERTONLINE  4/2/2019 08:33:44 AM Single Subject Teaching Credentia RAINING THREE1 In Prog
No CERTONLINE  4/2/201909:18:11 AM [ Single Subject Teaching Credential TRAINING  THREE1 In Prog
No CERTONLINE 11/8/2018 02:07:06 PM [ Educator Authorization TRAINING THREE1 In Prog
What would you like to do ? No CERTONLINE  11/8/2018 03:41:49 PM || Educator Authorization TRAINING THREE1 In Prog
e No CERTONLINE  1/3/201902:01:16 PM | Education Specialist Instruction Credentig] TRAINING ~ THREET In Prog
“Go to Organization's Recommends
No CERTONLINE 1/4/2019 01:58:35 PM Single Subject Teaching Credential TRAINING THREE1 In Prog
No CERTONLINE  3/29/2019 09:19.:08 AM [ Single Subject Teaching Credential TRAINING THREE1 In Prog
Mo CERTONLINE 4/3/2019 10:02:23 AM Multiple Subject Teaching Credential TRAINING THREE1 In Prog
No CERTONLINE  7/20/2016 01:52:09 PM ] Single Subject Teaching Credential TRAINING ~ THREE1 In Prog
No CERTONLINE  6/13/2017 08:58 47 AM [ Single Subject Teaching Credential TRAINING THREE1 In Prog

Document Details-Authorizations/Subjects view

[X>  Review all of the information displayed on this view.
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»  Click Edit to open the editable fields in the first section if changes are
necessary. Delete the information in the editable fields and repeat the
steps for entering the correct information in the fields.

»  Click the appropriate button (Exams, Subject Matter Program or
Authorization) in the second section if changes are necessary.

»  Click Edit to open the editable fields in the third section if changes are
needed and you entered the Renewal Code. Delete the incorrect
Renewal Code.

»  Click Edit to open the editable fields in the fourth section if changes are
needed and you entered the Employment Restrictions. Delete the
incorrect Employment Restrictions.

/. Go to the Upgrade A Document section for information on how to make
changes to a Clear or Level Il document.

[X>  Finish submitting the document by clicking Next to add the required Attachments.

REE1 | Document Detail — Authorization / Subjects

Edit \quired Field 1of1
d 18/1/2016 @ Subject Maner‘ SM at the recommending IHE v

Candidat
Qualification Route!
*
Issue Date™:8/1/2016 & County of Empluymem‘LDS ANGELES COUNTY OFFICE OF EDUCATION

Program Name; SINGLE SUBJECT TEACHING CREDENTIAL ‘

Program Type| 2042 PRELIMINARY

Document Title*: Single Subject Teaching Credential ‘

Document Term:|Preliminary

Document Category| New Credential Type

Methodology | Art

Authorization / Subjects m - 1-30f3
Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. SIS E LT GRHFETT]

ion C ion Di pti Subject G Subject Description Major/ Mi Added Authorization Date
R1S Single Subject ART Art MaJ
R1A Specific Supplementary Auth  BSCI Biological Sciences MIN
Bilingual: Spanish or new Educ
> BASP NONE MAJ
Auth C8

Renewal Requirements m 1-10f1

Renewal Code Renewal Description Additional Description

This credential may not be renewed. To qualify for the clear credential, the
> R14l holder of this document must complete a Commission-approved Induction TC Code Not Required
program including Verification of Completion by the program sponsor.

Employment Restrictions New - No Records

JOrganization Type Organization County

Back Cancel

From this view:

* Click the Application tab to save and close the document with a status of “In

Page 94]|141



Progress” and return to the My Filtered Recommendations view.

* The Cancel button to the bottom left of the Next button will delete and purge
the document.

« The Back button is not active on this view.

Approved Institutions view — Go to Edit Document

The steps to edit a document using the Go to Edit button are:

[X>  Log into the CTC Online system
» When the Welcome Back view displays, click the Application tab

» If you are logged in, click the Application tab
Enter the educator’s Social Security Number (SSN) and Date of Birth (DOB)

Click Recommend

I

Verify the information on the Educator Information view and click Next

¢ |If the information displayed is not for the Educator, go to the
Troubleshooting SSN & DOB Issues section of this handbook for more
information.

e The Create Person button is not available on this view.

[X>  Click Approved Institutions on the Educator Detail view

Approved Institutions view

[X>  Click on a row of information (document). Additional information of the
highlighted document will display in the sections below.

[X>  Click the Go to Edit Document button to open the Document Detail view of the
highlighted row.

2~ When the document you wish to edit does not display on this view, it may
have been deleted. Click Create New Document to re-create the
document.
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Last Hame  THREE] Home Phone Last Known County of Employment
Adverse Action Indicator

First Mame. TRAINING ‘Work Phone]
[ Fingerprint Process Complete ¥
Middle Hame APPLICATION Fee Credit Available]H
E-mail | ooy com Fee Credit Amount | S0000

JorUmens S 4ot o Go to Edit Document

Create New Document

Document Mumiber Tinle: Term Status Canegory ssue Date Exparation Date  Applicaton Status
30-Day Substitute Teaching Permit Emargency Fending MNew Credential Type 10/31/2018 11/1/2019 In Progress
30-Day Substitule Teaching Permit Emergency Pending First Time 8/1/2018 9/1/2019 In Progress

5 Single Subject Teaching Credential Praliminary Pending New Credential Type 81/2018 91,2023 In Progress
:::-.s:fun-nal Language and Academic Development iy Pending New Crederntial Type - s Progaesa

Authorization / Subjects

Auhorization Code Aanthorization Description Subgect Code  Subject Description Mapor/ Minor  Added Aunhorization Dae

> RIS Single Subject ART Art Mad
RIB Introductory Supplementary Auth 155 Introouctory Social Science MIN
BASP Bilingual: Spanish or new Educ Auth C8 NOME Mad

Renews| Requiremenis
Plugednsregsrd any 2 SIQNS YOU May ses below and refer 1o the “Addmional Descr Ip!lﬂﬂ' column 1o the nght fou Spect fic renewal requiremens
Henewal Code  Renewal Description Additional Descraption

Thes credential may not be renewed. To qualify for the clear credential, the hobder of this document must complete a

> R4l TC Code Not Requined

Commission-appioved Induction program inchding Venficatien of Complelion by thi program Spansor

< >

Employment Restrictions

[Drganization Type Organization Couniy

Document Details-Authorizations/Subjects view

[X>  Review all of the information displayed on this view.

»  Click Edit to open the editable fields in the first section if changes are
necessary. Delete the information in the editable fields and repeat the
steps for entering the correct information in the fields.

»  Click the appropriate button (Exams, Subject Matter Program or
Authorization) in the second section if changes are necessary.

»  Click Edit to open the editable fields in the third section if changes are
needed and you entered the Renewal Code. Delete the incorrect
Renewal Code.

»  Click Edit to open the editable fields in the fourth section if changes are
needed and you entered the Employment Restrictions. Delete the
incorrect Employment Restrictions.

/. Go to the Upgrade A Document section for information on how to make
changes to a Clear or Level Il document.
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[X>  Finish submitting the document by clicking Next to add any required
Attachments.

geHREE

Edit idquired Field 1of1
d l8/1/2016 m Subject Ma“ﬂ SM at the recommending IHE v

Candidat S
Qualification Route:
Issue Date™{8/1/2016 11 County of Employment ‘ LOS ANGELES COUNTY OFFICE OF EDUCATION

| Document Detail — Authorization / Subjects

Program Name: SINGLE SUBJECT TEACHING CREDENTIAL ‘

Program Type:| 2042 PRELIMINARY

Document Title*; Single Subject Teaching Credential ‘

Document Term| Preliminary

Document Category, New Credential Type

Methodology|Art

Authorization / Subjects New - Sa—
Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. RIS W IE R FETTeh ]

Authorization € Authorization Description Subject C: Subject Description Major/ Mi Added Authorization Date
R1S Single Subject ART Art MAJ
R1A Specific Supplementary Auth  BSCI Biological Sciences MIN
Bilingual: Spanish or new Educ
> BASP NONE MAJ

Auth C8

Renewal Requirements m 1-10f1

[Renewal Code Renewal Description Additional Description

This credential may not be renewed. To qualify for the clear credential, the
> Rl4l holder of this document must complete a Commission-approved Induction TC Code Mot Required
program including Verification of Completion by the program sponsor.

Employment Restrictions New - No Records

[Organization Type Organization County

From this view:

» Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.

* The Cancel button to the bottom left of the Next button will delete and purge
the document.

« The Back button is not active on this view.

Authorized Agencies

The steps to start an online Recommendation which is not the result of completing a
Commission-approved preparation or subject matter program:

» Log into the CTC Online system

e When the Welcome Back view displays, click the Application tab

e If you are logged in, click the Application tab
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> Enter the educator’s Social Security Number (SSN) and Date of Birth (DOB)

Click Recommend

A\

» |If appropriate, re-enter the Educator's SSN and DOB to create the online profile
» Click Recommend
> Enter or verify the information on the Educator Information view

e If the information displayed is not for the Educator, go to the
Troubleshooting SSN & DOB Issues section of this handbook for more
information.

» Click Next
» Click Authorized Agencies

@A Logn W Search [ ESHIETGGN W Educator Profile Portal

m
s

ducator Detail

Recommendations Last Name: THREE]
* Approved Institutions ]
| * Authorized Agencies l First Name:{TRAINING

Middle Name: APPLICATION

E-mail:|2ox@oc.com

Authorized Agencies view

This is the starting point for creating, editing, deleting and submitting a document
recommendation that is not part of a commission-approved program.

[X>  Review the educator’s documents displayed on this view to determine the
credential type, base document, expiration dates, or other information which is
applicable for the new document.

2. The information displayed on this view is provided in a read-only view and is
for verification purposes only.

/2. Only documents with a Document Number and an Application Status of
Valid have been issued to the Educator.

[X>  Click on a Document Number to highlight the row and view the document’s
details.

When you are ready to start the recommendation process, click on the
appropriate recommendation option. The following recommendation options may
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be available on this view:

Jecuments = . g _

Go to Create Document
Document Numil Tile Term Status Category Issue Date Expiration Date Application Status
. Cenificate of 2
» 150208778 Vahd First Time 11/4/2007 12/1/2022 Fee earned, not refundable (5 CCR section 80487)
Clearance

Authorization / Subjects

Authorization Code Authorization Description Subject Code  Subject Description Magor/ Minor  Added Authonzation Date

Renewal Requirements

Please disregard any # signs you may see below and refer to the “Additional Description” column to the nght for specific renewal requirements

Renewal Code  Renewal Description Addtional Descnipnon

Employment Restrictions

Organazation Type Drganization County

Go to Create Document Go to Edit Document
Last Name: THREE] Home Fhone LLast Known County of Employment! ALAMEDA COUNTY OFFICE €
First Name: TRAINING Work Phone Adverme Acvol Indicasot
T — Fingerprint Process CompletelY
Middle Name: APPLICATION Fee Credit Avadable! N

E-mail] oo com Fee Credit Amount: $0.00

Authorized Agencies - Resources
The CTC Online — Processing Recommendations section of the Credential Information

Guide provides additional information and guidance to employers in electronically
submitting applications for credential recommendations:

From this view:

The Go to Create Document link is for creating first time or new type documents
based submitted by employing agencies. This button is always active.

The Go to Edit Document link is for editing details of a document created by
the Authorized Submitter and is active when a document does not have the
status of “Application to be deleted and purged” or the application and
payment has not yet been submitted by the educator to the Commission.
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Authorized Agencies - Create New Document

Document categories that do not require a recommendation from a Commission-
approved program are available under this option. These documents are only submitted
by employing agencies.

This section describes the process for creating a recommendation for the following
credential:

e Emergency 30-Day Substitute Teaching Permit (FT)

Authorized Agencies view

The Authorized Agencies view is the starting point for creating, editing, deleting and
submitting a credential recommendation for an educator.

Review the educator’'s document information

Review the educator’'s document information to verify the recommendation is
appropriate and the new document’s category.

Create the first section of the document

From the Authorized Agencies view, the Go to Create Document button will open the
Document Detail view.

[X>  Click Go to Create Document.

Authorized Agencies:

Last Name THREE1 Hor
First Name| TRAINING Wq
Middle Name; APPLICATION Fee Credit
E-mail|{ Xxx@xxx.com Fee Credi

P
Go to Create Document ]
.

Document Detail view

Required fields are marked with an asterisk * symbol.
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Create the Document

[X> Click the New button to open the fields.

County of Employment]

Issue Date™ ‘ 1} ‘

Document Title™: ‘

Document Term;|

Document Category;|

[X> Enter the information moving from the left top to bottom, then the right top.

Document Detal
Save Cancel

Program Name: l County of Employment:‘

Issue Date™ | 1] l

Document Title™: @&

Document Term:

Document Category:

Determine the Issue Date

This issue date is based upon the following:

e the date the educator completed the final requirement that qualifies him/her for
the document

The Commission will honor the issuance date entered by the Authorized Submitter
when it after the date the educator has completed all requirements for the document.

The date must be no more than 90 days prior to the day it is paid for and received by
the Commission.

Issue Date field

There are two options available for entering the document’s effective date in the Issue
Date field.

[X>  Enter the Date with the (MM/DD/YYYY) format to populate the field.
OR

[X>  Click the Date field calendar icon, select the month and year then click on a date.
» Click DONE to populate the field.

Page 101|141



Document (Credential) Title field

Select the Document Description, Term, and Category for the document. If the
document title is not listed, please go to the Agency User — Authorized Designees and
Submitters section for information on how to contact the Commission.

When an educator’s file only displays a Certificate of Clearance, the correct
document category to select is First Time (FT).

[X>  Enter the Document Title in the Document Title field.

There are two options available for populating the Document Title field.

>

>

Enter part of the Document Title in the Document Title field to view a pop-
up window displaying all matching documents.

OR

Click the Document Title field pick applet to view a pop-up window
displaying all documents available to the Authorized Submitter.

Change the search field from Title to Document Description.
Enter part of the Document Description, e.g. 30-Day.

Click the Find button and/or arrows on the pop-up window to view the
available information.

Click on the row to select the correct Document Description, Term, and
Category.

Click OK to populate the fields.

Title

SUBP  EMERGENCY EMERGENCY DOCUMENT  CTCUNI NT

Program Type  Program Name OrganizationName  Category ~ Document Description ~ Term  Term jon  Category D Program

30-Day Substitute

EM Emergency New Credential Type
Teaching Permit

|> SUBP |EMERGENCY  EMERGENCY DOCUMENT  CTCUNI FT

30-Day Substitute
EM Emergency First Time
Teaching Permit

Troubleshooting a blank pop-up window.

When a blank pop-up window appears, please check the following:

e The information entered is not an exact match to the available information.

The information in the field is case sensitive.

e Check with your Organization’s Authorized Designee to confirm you have been
authorized to submit the recommendation. If you have been authorized, please
email CTCOnline@ctc.ca.gov describing the problem and identify which
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Programs and/or Authorization Codes are needed as your User ID may not be

properly linked.

Title

vE

|

Title Program Name Term Category Document Description

OrganizationName

No Records

County of Employment field

There are two options available for populating the County of Employment field.

[X>  Enter the educator’s County of Employment (COE) in the County of
Employment field.
¢ If there is an exact match to the information entered, the field will populate.
e |If there is more than one match or there is not an exact match, a pop-up
window will display.
OR
[X>  Click the County of Employment pick applet to view a pop-up window

displaying all COE information.

>
by organization name.

Change the search field from Affiliation Site to Affiliation Name to search

>
>

Enter the educator’'s County Office of Employment.

Click the Go button and/or arrows on the pop-up window to view the
available information.

» Click on the row with the correct COE information.

> Click OK to populate the field.

Choose County

Affiliation Name v Hlos ‘
Site ion Codes Name Relationship Type Survivor Name

P COE19 19 LOS ANGELES COUNTY OFFICE OF EDUCATION COE LOS ANGELES COUNTY OFFICE OF EDUCATION I

COES9

59

LOS ANGELES UNIFIED SCHOOL DISTRICT

COE

<

LOS ANGELES UNIFIED SCHOOL DISTRICT

All of the fields for the first section of the document are populated.

[X>  Review the information for accuracy.

» When information in a field is incorrect, select an editable field, delete the
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information and repeat the previous steps for entering the correct
information in that field.

[X>  Click Save to complete this section.

Program Name:(EMERGENCY DOJ County of Employmeng|LOS ANGELES COUNT Ej
Issue Date|{8/1/2018 \m ‘
Document Title}:{30-Day Substitute Teaching‘ &

Document Term:(Emergency

Document Category-{First Time

In the example below, the Save button was selected.

The first section of the document has been successfully created and saved.

This section displays a First Time Emergency 30-Day Substitute Teaching Permit.

m

] I ]
Program Name:!EMERGBﬂCY DO( County of Employment:{LOS ANGELES COUNTY OF
Issue Dale*:gflﬂ/zms : 3

Document Title*-30-Day Substitute Teaching Peré

Document Term:Emergency

Document Category: First Time

Review the second and third sections of the document

The Authorization/Subjects and Renewal Requirements sections are pre-populated

based on the Document Title selected in the first section.

[X>  Review the information for accuracy.

[X>  Click the Edit button to open the editable fields in the first section if changes are

needed.

u Do not click on the buttons in the second or third sections.

[X>  Delete the information in the editable fields and repeat the previous steps for
entering the correct information in the fields.
[X>  Finish submitting the document by clicking Next to add any required

Attachments.
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Gounty of Employment|LOS ANGELES COUNTY OFFICH
"

Issue Date ™. 8/1/2018 m
Document Title*:30-Day Substitute Teaching Permit

Document Term | Emergency

Document Category | First Time

Application

Authorization / Subjects m -

Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. STV EIERIENEE T (RPN

Authorization Code  Authorization Description Subject Code  Subject Description Major/ Minor Added Auhorization Date
> P30 30-Day Emergency Substitute Permit NONE MAJ

Renewal Requirements
Renewal Code Renewal Description Additional Description
SierE Torenew this permil the holder needs to submit an application and fee through his o her employing school disirict of aumty yo oo\ iy

office of education, or directly to the Commission.

Employment Restrictions m - Hacoate

Organization Type Organization Coumy

Next

From this view:

» Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.

* The Cancel button to the bottom left of the Next button will delete and purge
the document.

» The Back button at the bottom left may change the document status to
deleted and purged.

Authorized Agencies — Go to Edit Document

The Edit or Go To Edit Document button becomes available for selection when an
Authorized Submitter selects a document created by him/her and has one the following

status:

e In Progress

e Recommended

e Awaiting Payment
e Educator Return

e Ready for Submission

When the application displays the status of “Pending”, the Educator has already
completed the application and payment process and the document has been received
by the Commission. This document status displays on the Educator Detail view.

» Click the Edit button when using the My Filtered Recommends view.
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» Click the Go to Edit Document button when using the Authorized Agencies view.

My Filtered Recommends view — Edit

[X>  Loginto the CTC Online system
»  When the Welcome Back view displays, click the Application tab

» If you are logged in, click the Application tab

My Filtered Recommends view

[X>  Click on the Document Title.
/2 Use the arrows or the Query button to locate the document.
> When the document you wish to edit does not display on this view, it may

have been deleted. Re-create the document following the steps outlined
in the Create New Document section.

Enter the Educator’s Information Doctiments Export

Social Security Mumber
(#zmEnaoEs) © Created Diseumen 1 Tidea First Mame Last Name Status Cre

Duate of Birth
(MMDDAYYY) ™

» No 9/19/2018 094118 AM I a0 I I THAINING THREE1 In Progress CEF

Mo Q222017082756 AM  30-Day DOE JOHN Recommendad  CEF

Recommend

Mo 9/19/2018 034721 PM  30-Day Substituie Teaching Permit APPLICANT TEST In Progress CEF
What would you like to do 7
*Ga to My Recommencts

10 QIganiZalion’s Recmmends

Document Details view

[X>  Review the information for accuracy.

[X>  Click Edit to open the editable fields in the first section if changes are necessary.
Delete the information in the editable fields and repeat the steps for entering the
correct information in the fields.

/. Do not click on the buttons in the second or third sections.

[X>  Finish submitting the document by clicking Next to add required Attachments.
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Issue Date™

Document Titke *
Document Term | Emergency

Document CategoryFirst Time

1of1

RGENCY DOCU| County of Employment/LOS ANGELES COUNTY OFFIC]
= bt e s |

8/1/2018 @

30.Day Substitute Teaching Permit

» P3O

Application
Authorization / Subjects m - 1of
Subject Matter Program For Single Subject Credential Title d first select ither ject Matter Program or Exams burton. [T I EUVPNT IRHEEY MY
Subject Code  Subject Description Major/ Minar Added Authorization Date
> P30 30-Day Emergency Substitute Permit HONE MAJ

Renewal Reguirements 1-10f

Renewal Code

Employment Restrictions m - R

Organization Type

Renewal Description Additional Description

Ta renew this permit, the holder needs to submit an application and fee through his or her employing school district or county. 3
TC Code Not Required
office of education, or directly to the Commission.

Organization County

Next

From this view:

Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.

The Cancel button to the bottom left of the Next button will delete and purge
the document.

The Back button is not active on this view.

Authorized Agencies view — Go to Edit Document

The steps to edit a document using the Go to Edit button are:

>

S

Log into the CTC Online system
» When the Welcome Back view displays, click the Application tab
» If you are logged in, click the Application tab

Enter the educator’s Social Security Number (SSN) and Date of Birth (DOB)

Click Recommend

Verify the information on the Educator Information view and click Next

¢ If the information displayed is not for the Educator, go to the
Troubleshooting SSN & DOB Issues section of this handbook for more

information.

e The Create Person button is not available on this view.

Click Authorized Agencies on the Educator Detail view
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Authorized Agencies view

[X>  Click on a row of information (document). Additional information of the
highlighted document will display in the sections below.

[X>  Click Go to Edit Document to open the Document Detail view of the
highlighted row.

. When the document you wish to edit does not display on this view, it may
have been deleted. Click Go to Create Document to re-create the

Last Name. THREE1 Home Phone Last Known County of Employment:
First Name' TRAINING Work Phone Adverse Action Indicator
. Fingeiprnint Process Complete Y
Middle Narme APPLICATION Fee Credn AvaslableN
E-muail | oo@xoccom Fee Credit Amount $0.00
Documents T 7
Go to Edit Document
Go to Create Document
Document Numl Trle Term Status Caregory Issue Date Expiration Date Appheation Status
30-Day
> Substnute Emergency Pending First Tame an /2018 9/1/2019 In Progress
Teaching Permit

Authorization / Subjects

A Code on Description Subject Code  Subject Description Major/ Minoe  Added Authonzation [

> P30 30-Day Emergency Substitute Permit NONE Mal

Renewal Requirements

Please disregard any & signs you may see below and refer 10 the “Additional Description” column to the right for specific renewal requirements

Renewal Code  Renewal Description Addmonal Description
To renew this permit, the holoer needs 1o submit an application and fee through his or her employing school district or county
> P30 = TC Code Not Required
office of education, or derectly 10 the Commission
<

Employment Restrictions

Organization Type Organization County

Document Detail view

[X>  Review all of the information displayed on this view.
» Click Edit to open the fields in the first section if changes are necessary.

» The Authorization/Subjects and Renewal Requirements section is pre-
populated based on the Document Title selected in the first section.
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[X>  Finish submitting the document by clicking Next to add any required
Attachments.

1of1

County of Employment | LOS ANGELES COUNTY OFFIC]
Issue Date™18/1/2018 o}
Document Title *{30-Day Substitute Teaching Permit

Document Term|Emergency

Document Gategory, First Time

Application

Authorization / Subjects - R
Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams bution. ETIIEIER ERTTG R FETT)

Authorization Code  Authorization Description Subject Code  Subject Description Major/ Minor Added Authorization Date

> P30 30-Day Emergency Substitute Permit NONE MAJ

Renewal Requirements m 2

Renewal Code Henewal Description Additional Description

To renew this permit, the holder needs to submit an application and fee through his or her emplaying school district or county

» P30
office of education, or directly to the Commission.

TC Code Not Required

Employment Restrictions - a Records

Organization Type Organization County

Next

From this view:

» Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.

* The Cancel button to the bottom left of the Next button will delete and purge
the document.

» The Back button at the bottom left may change the document status to
deleted and purged.

Agency User — Employment Restrictions

Some documents are restricted to employing organizations. The employing organization
must be selected so it will display on the document. The Commission staff creates a
unique employing agency code for each school district, county office of education,
charter and non-public school in our database.

Employment Restriction Organization Types
The Organization Types codes available when using the drop down menu are listed
below:

COE County Office of Education
CS Charter School
NPS/NPA Non-Public School/Non-Public Agency
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SCS Statewide Charter School
SD School District
SWA Statewide Agency

How to add an Organization to the database

~— When an Organization does not display under the appropriate category code,
please visitthe California Department of Education, California School Directory at
http://www.cde.ca.gov/schooldirectory/. The California School Directory contains
information about all California public schools, private schools, nonpublic
nonsectarian schools, school districts, and county offices of education.

If the Organization you wish to use as a restriction is in the CDE database, send an
email with their information to credentials@ctc.ca.gov to request it be added. If an
Organization is not in the CDE database, it will not be added by the Commission. When
you receive notice that the Organization has been added, you will be then able to submit
your document with the employment restriction.

~— Employment changes cannot be completed using the CTC Online system. When
adding an authorization or changing an employment restriction on an existing
document:

» Submit a paper recommendation and half fee to change a restriction.

> If the restriction listed is wrong, email a correction request. Please see the
Agency Users - Corrections section for additional information.

The fourth section of the document

This section describes the process for creating a recommendation and adding an
Employment Restriction to the following credential:

e Intern Education Specialist Instruction Credential restricted to the
Sacramento County Office of Education.
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Document Detail — Authorization / Subjects:

m * = Required Field

Candidate Completion Date™|8/2/2018 ®

Issue Date™;8/2/2018 ®

Program Name;| EDUCATION SPECIALIST INSTRUCTION CREDENTIAL

Program Type: PRELIMINARY

Document Title* | Education Specialist Instruction Credential |

Document Term; Intern

Document Category| New Credential Type

Methodology:

Authorization / Subjects New - .

Authorization Code  Authorization Descripti Subject Code Subject Description

ELAE NONE

R3MM Mild/Moderate Disabilities MM Mild/Moderate Disabilities
> ABAS NONE

Renewal Reguirements

Renewal Code Renewal Description

New 1-10f1

> RITN the holder must obtain the recor ion from a Cor ion-approved Prel

Qualification Route:

County of Employment:

Subject Matter|

Examination |"|

1of1

SACRAMENTO COUNTY OFFICE OF EDUCATION

Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. Sl Sytehic LN gl vz )

Major/ Minor: Added Authorization Date

MAJ

MAJ

MIN

This intern credential may not be renewed. To continue to serve in a position authorized by this credential,

Credential program sponsor.

y Education Sp

Additional Description

TC Code Not Required

Employment Restrictions New - No Records

rganization Type Organization County

|

SRS

Click the New button to open the fields.

Employment Restrictions New

Organization Type Organization

No Records

County

S

Select an Organization Type to populate the field.

Employment Restrictio

Save

JOrganization Type: |

cel

Organization:

Enter the Organization to which the document will be restricted.

Click the Organization Type field arrow to view the drop down menu.
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Organization field

There are two options for populating the Organization field.

[X>  Enter the Organization’s name in the Organization field.

e If there is an exact match to the information entered, the field will populate.

e If there is more than one match or there is not an exact match, a pop-up
window will display.

OR

[X>  Click the Organization pick applet to view a pop-up window displaying all COE
information.

Employment Restrictions

Save Cancel

JOrganization Type]|COE W

Organization:

The Organization pop-up window

The default view displays the information sorted in numerical order by Affiliation Site.

There are two options for locating the Organization information when the appropriate
Organization does not appear within the first window.

[X>  Use the arrows on the pop-up window to view the available information.
OR

[X>  Change the search field from Affiliation Site to Affiliation Name.
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Choose an Org

b
Affiliation Site ‘ hd || | Go 1-100f 14+

Affiliation Site  Affiliation Code Relationship Typ Affiliation Name Survivor Name Address Linel  Address Line2 City State Postal Code
ALAMEDA ALAMEDA .
313 West Winto..
» COEO 01 COE COUNTY OFFICE COUNTY OFFICE Hayward CA 94544-1198

Avenue
OF EDUCATION OF EDUCATION

ALPINE COUNTY ALPIME COUNTY
43 Hawkside

Coe0z 0z COE OFFICE OF OFFICE OF Drive Markleeville CA 96120-9522
EDUCATION EDUCATION
AMADOR AMADOR

COEQ3 03 COE COUNTY OFFICE COUNTY OFFICE i:fTE::E)I; JACKSON CA 95642

OF EDUCATION OF EDUCATION
BUTTE COUNTY BUTTE COUNTY
COEQ4 04 COE OFFICE OF OFFICE OF 1859 Bird St. Oroville CA 95965
EDUCATION EDUCATION
CALAVERAS CALAVERAS ST
COEQS 05 COE COUNTY OFFICE COUNTY OFFICE P 0 Box 760 SrEET Angels Camp CA 95221
OF EDUCATION OF EDUCATION
COLUSA COLUSA
COEQGE 06 COE COUNTY OFFICE COUNTY OFFICE 345 5TH STREET COLUSA CA 95932
OF EDUCATION OF EDUCATION
CONTRA COSTA CONTRA COSTA 0 G
COEOT o7 COE COUNTY OFFICE COUNTY OFFICE PLEASANT HILL CA 94523
BARBARA ROAD
OF EDUCATION OF EDUCATION
DEL MORTE DEL NORTE 01w
COEO8 08 COE COUNTY OFFICE COUNTY OFFICE Crescent City CA 95531
Washington Blvd
OF EDUCATION OF EDUCATION
EL DORADO EL DORADO
6767 Green .
COED9 09 COE COUNTY OFFICE COUNTY OFFICE - Placerville CA 95667
alley Rd.
OF EDUCATION OF EDUCATION J

Search by Affiliation Name

[X>  Click the drop down arrow in the first data field to display a list of column names
in the pop-up window.

[X>  Scroll down the list and select Affiliation Name.
The selection will become highlighted and automatically populate into the field.
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Affiliation Site
Affiliation Code

City State

Relationship Type SANTAROSA CA
Affiliation Name
Survivor Name
Address Line

Address Line2
| City Yuba City CA

MODESTO CA

State
Postal Code

[X>  Inthe second data field, enter the information applicable to the data displayed

within that column.

[X>  Click the Go button and if there is an exact match to the entered information, the
field will populate.

Affiliation Name b &

e If there is not an exact match to the entered information, a pop-up window
will display.

¢ If no information matches the entered information, the pop-up window will
display a blank row.

2. If the Organization does not display after multiple attempts, it may not be in
the database. Go to the How to add a school to the database section for
additional information.

[X>  Use the arrows on the pop-up window to view the available information.
[X>  Click on a row with the correct information.

[X>  Click OK to populate the fields.
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Choose an Org
I T i 1
|ffiliation Site i | | G 40 of 40+
Affiliation Sive  Affiliation Code  Relationship Type Affiliation Name Survivor Name  Address Linel  Address Line2  City State Postal Code
COED0 00 COE NONE NONE =
ORANGE COUNT..ORANGE COUNT.
COE30 30 COE OFFICE OF DEPARTMENT oF 200 KALMUS COSTAMESA  CA 92626
EDUCATION  EDUCATION  Dhe
PLACER COUNTY PLACER COUNTY 360 NEVADA
COEXN 3 COE OFFICE OF OFFICE OF STREET AUBURN CA 95602
EDUCATION EDUCATION
PLUMAS COUNT_PLUMAS COUNT
1446 EAST MAIN
COE32 32 COE OFFICE OF OFFICE OF o7 QUINCY cA 95971
EDUCATION EDUCATION
RIVERSIDE RIVERSIDE 3939
COE33 33 COE COUNTY OFFICE COUNTY OFFICE THIRTEENTH RIVERSIDE CA 92502
OF EDUCATION _OF EDUCATION _STREET
: : SACRAMENTO . SACHAMEN!.'O 10530 MATHER .
L, Eose s COE COUNTY OFFICE COUNTY OFFICE ' MATHER cA 95655
OF EDUCATION _OF EDUCATION
SANBENITO  SAN BENITO
COE35 35 COE COUNTY OFFICE COUNTY OFFICE 460 Fifth Street Hollister cA 95023
OF EDUCATION  OF EDUCATION
SAN SAN
COE36 36 COE BERNARDIP.“.J . EERMARDING 601 M. E STREET San Bemnarding CA 92410-3053
COUNTY OFFICE COUNTY OFFICE
OF EDUCATION  OF EDUCATION
SAN DIEGO SAN DIEGO
COE3T a7 COE COUNTY OFFICE COUNTY OFFICE okt SAN DIEGO CA 921
VISTA ROAD
OF EDUCATION  OF EDUCATION N

All of the fields for the Employment Restrictions section are populated.

[X>  Review the information for accuracy.

» When information in a field is incorrect, click on a field and either delete the
information or click the menu icon/pick applet, and repeat the previous steps
for entering the correct information.

[X>  Click Save to complete this section.

Employment Restri_ctions

Save Cancel

+Organization Typ

1 COE ol

Organizatio :ISACHAMENTO COUNTY OFFICE OF EDUCATIO| &

The fourth section of the document has been successfully created and saved.

The Employment Restrictions section displays the document is restricted to the
Sacramento County Office of Education.
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[X>  Finish submitting the document by clicking Next to add any required

* = Required Field T1of1
Candidate Completion Date*:8/2/2018 1) Subject Ma“eq o | v |
Qualification Route:
*
Issue Date™: 8/2/2018 ] County of Empluymem.‘ SACRAMENTO COUNTY OFFICE OF EDUCATION

Program Name: EDUCATION SPECIALIST INSTRUCTION CREDENTIAL

Program Type: PRELIMINARY

Document Title*: Education Specialist Instruction Credential |

Document Term: Intern

Document Category|New Credential Type

Methodology:

Authorization / Subjects New - 1-40f4
Subject Matter Program For Single Subject Credential Title documents, first select either the Subject Matter Program or Exams button. ST [SulSie (s gFe )]

Authorization Code Authorization Description Subject Code  Subject Description Major/ Minor  Added Authorization Date
This is a non-authorization statement for Intern
» INTR STMT . EMP
Credentials
R3MM Mild/Moderate Disabilities MM Mild/Moderate Disabilities MAJ
AAAS NONE MIN
ELAE NONE MAJ

Renewal Reguirements

New 1-10f1
Renewal Code Renewal Description Additional Description
This intern credential may not be renewed. To continue to serve in a position authorized by this credential, the holder must
> RITN X B . B . . § TC Code Not Required
obtain the recor 1 from a C pproved Preliminary Education Specialist Credential program sponsor.

Employment Restrictions New - ——

Prganization Type Organization County

P COE SACRAMENTO COUNTY OFFICE OF EDUCATION

From this view:

* Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.

* The Cancel button to the bottom left of the Next button will delete and purge
the document.

* The Back button at the bottom left may change the document status to
deleted and purged.
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Agency User — Attachments

Some documents require supporting materials. If attachments (supporting materials) are
required, electronic copies can be attached during the electronic submission process by
an Authorized Submitter.

File Name

Naming the file with the Educators’ Last Name and First Initial along with a brief
description assist the analyst to quickly locate the document(s).

» Example: Washington,G_transcripts.pdf

Attachments

> Files must have an extension of .jpg, .pdf, .doc or .docx.
» Each file must be less than 10 MB in size

‘— When an incorrect file is attached, do not delay the submission process. Attach the
correct file(s) and continue with the submission process. The educator does not
have access to view the attached files.

2 Email a correction request if an attachment should be removed after
submission and payment by the educator. Please go to the Agency User Views
- Corrections section for additional information.

Deqree Verification

[X>  Attach degree verification if the educator never held a CA credential or permit
thatrequired a bachelor's degree or higher. The conferral of a baccalaureate or
higher degree from a regionally-accredited college or university must be included
as part of the submission process.

Review the Form 41-4 Application Instructions and Information Sheet for current
information on degree acceptability.

Basic Skills Requirement

[X>  Attach verification of the Basic Skills Requirement by examination or other
approved methods, if required.

The Commission reserves the right to request evidence of examination passage
even when those scores are normally transmitted to the Commission.

Fingerprint identification process
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[X>  Attach verification of Fingerprint Clearance if the Fingerprint Process Complete
field does not display a “Y”. When submitting a completed 41-LS Live Scanform,
ORI A0281 and CASM Teacher Credentialing must be listed as shown below.

/a8, The name listed on the 41-LS Live Scan form must be the Educator’s full
legal name as listed on his/her official form of identification and on the
Educator Profile.

Section 1
ORI: A0281 Type of Application: License/Certification/Permit -
Code assigned by DOJ
Job Title or Type of License, Certification or Permit: TEACHER CRED 44340 EC
Agency Address Set Contributing Agency: I Section 2 I
CASM TEACHER CREDENTIALING 03294
Agency authorized to receive criminal history information Mail Code (five-digit code assigned by DOJ)
1900 Capitol Avenue
Street MNo. Street or PO Box Contact Name (Mandatory for all school submissions)
Sacramento CA 95811-4213
City State Zip Code Contact Telephone No.
Educator Attachments view
[X>  Click the New button to open the fields.
Educator Attachments
Last Name, THREE1 Home Phone: Last Known County of Emplwmenl
First Name; TRAINING Work Phone:|” Adverse Action Indicator:
X | Fingerprint Process Complete]Y
Middle Name|APPLICATION Fee Credit Available:|N
E-mail soou@cos.com Fee Credit Amount:|S0.00
No Records
Size (InBytes) Type Modified Update File Comments
Back

[X>  Click the Attachment Name pick applet.

Attachment

Attachment Name:

k2l

Comments:
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Add Attachment pop-up window

[X>  Click the Browse button.
* A new pop-up window will display.

Add Attachment

Please specify a File Name or URL:

File Mame ||

Locate the file on your computer and select it to populate the field.

URL:

SS

Click in the Comments field to type additional information describing the
attachment, if necessary.

Save Cancel

Attachment Mame:.[TTHREE] T Transcripts

2]

Comments: I I

Click Save to add the file as an attachment.

SS

Repeat the previous steps until all files are attached.

Save Cancel

Attachment Name:« TTHREE1 T Transcripts

A

Comments;

In the example below, the attachments have been successfully saved.

. To view the attached documents, click on the Attachment Name hyperlink.

e Each attachment’s name displays as a hyperlink under the Attachment
Name field onthe Educator Attachments view.
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e After the educator submits the application and payment to the Commission,
the attachment(s) is no longer available to the Authorized Submitter.

[X> Finish submitting the document by clicking Next to view the Application Summary
and complete the Declaration.

Educator Attachments

Last Name] THREE1 Home Phone;) Last Known County of Employment] Sacramenta County Office o

First Name! TRAINING Work Phone]~ Adverse Action Indicator:

e Fingepim rcess compiey |
Middle Name: APPLICATION Fee Credit Available)N

E-mail} o0c@o0¢ com Fee Credit Amount; $0.00

Amntachment Name Size (In Bytes) Type Modified Update File Comments

9/13/2018 —
» TTHREEL,T Documents 30,425 paf i

11:36:57 AM —
9/13/2018 B
TTHREE1,T Transcripts 70 docx 54
11:37:35 AM

From this view:

» Click the Application tab to save and close the document with a status of “In
Progress” and return to the My Filtered Recommendations view.

« The Back button at the bottom left may change the document status to deleted
and purged.

Agency User — Application Summary

The Application Summary view summarizes the information entered for the document
and includes the Declaration section.

Application Summary view

[X> Review the information.

[X>  Click the Edit button to return to the Document Detail view.

/. The Edit button in the first section returns to the Educator Information view.
This information cannot be changed using the CTC Online system.
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Last Name  THREE 1 Last Known County of Employment; ALAMEDA COUNTY OFFICE ¢ Fee Credit Available;N |

First Name: TRAINING fverge AcGon ndicetor Fee Credit Amount.50.00 |
Wgerprint Process Completel¥ :

Middle Name [APPLICATION
E-mail | sooug@ioo:. com
Home Phone: (999) 999-9991

Work Phone/(959) 999.999]

Document Title Term Issue Date Expiration Date  Original Issue Date. Grade Special Grade

> 30-Day Substitute Teaching Permit Emergency &/1/2018 9/1/2019

Authorization / Subjects

Code ion De Subject Code  Subject Description Major/ Minor  Added Authorization Date

» P30 30-Day Emergency Substitute Permit NONE MAJ

Renewsl Reguiremenis

Renewal Code  Aenewal Description Additional Description

5 pag To renew this permit, the holder needs to submit an application and fee through his or her employing schoal district or county office of education, or TC Code Not equired
directly to the Commission

Employment Restrictions

Organization  Organization County

Please read the following instructions_

If you wish te edit any of your responses, click the "Edit’ bution for the applicable section.

If you do not wish 1o submit the , nor save the . select ‘Cancel.

I you wish to add this application 1o your Filtered Recommends page, click the 'Save’ button

If you wish to submit this recommendation, select 'Yes' and click the 'Submit’ button

Asthe i ive of the authority, | have reviewed the i credential icati ion, and/or i and certify that all of
the foregoing statements in this application are true and correct.

Please Select Yes/No'| il

Agency User — Authorized Submitter Declaration

Completion of the Declaration section is required before the document can be
submitted. The Authorized Submitter is confirming he/she is authorized to submit the
document, has reviewed the educator’s application, preparation and/or experience, and
certifies the information submitted is true and correct.

Z_. Recommending agencies are encouraged to retain copies of the application form,
verification of completion form, and supporting materials for their records.

Click the Yes/No field drop down arrow and select either Yes or No.

x>

[X>  Click the Cancel, Save, or Submit button.
» The Submit button will become active when Yes is selected.
» The Back button is not active on this view.
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Please read the following instructions.

If you wish to edit any of your responses, click the 'Edit’ button for the applicable section.

If you do not wish to submit the recommendation, nor save the completed recommendation, select 'Cancel’.

If you wish to add this application to your Filtered Recommends page, click the 'Save’ button.

If you wish to submit this recommendation, select ‘Yes” and click the "Submit’ button

As the d rep ive of the di hority, | have revi the apy s i plication, preparation, and/or experi and certify that all of
the foregoing statements in this application are true and cormect.

(=3 &3 e

Please Select 'Yes/No' ‘ hd ‘

Below is a chart displaying the results for each combination.

Z2. Documents with the status of Deleted and Purged are listed on the My_
Recommends view and must be recreated for submission.

Selection Document Returns Submitter to Recommendation
Status Displays On
Educator Page
Cancel or Deleted and Approved Institutions No
No / Cancel Purged or Authorized Agency

view displaying the
Educator’s information

No / Save In Progress My Filtered No
Recommends

Yes / Save Ready for My Filtered No
Submission Recommends

Yes / Recommended | My Filtered Yes
Submit Recommends

Agency User — Emails

An automated email will be sent to the Authorized Submitter when:
e The Document has been completed and submitted to the Educator

e The Educator has completed the application and payment process for the
Document.

e The Educator returns the recommendation to the authorized submitter.

Logout of CTC Online

[X>  Click the Person icon.
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[X>  Click Logout to securely exit the online system.

Commission on
.cov Teacher Credentialing

= 2

My Account About View

Agency User — Corrections

Corrections for documents are handled differently depending on its application or
document status. A correction can be made to the document prior to the educator
returning it to the authorized submitter or submitting the application and payment to the
Commission.

Before an application has been submitted to the Commission by the Educator,
Authorized Submitters may review and/or edit any document that displays on the My
Filtered Recommends view.

> Instructions to edit a document for Authorized Institutions

> Instructions to edit a document for Authorized Agencies

Educator Return

Educators have the option to return an application to the recommending agency or
institution prior to completing the application and payment process if they identified
an error. To return an application to the recommending agency or institution,
educators select the document, enter the reason for returning the application in the
‘Return Reason'’ field and then select the ‘Return Application to Authorized Agency’
button. The document will no longer display on the Educator Page. Review the Written
Instructions for Application and Payment — Return Your Program’s Recommendation
page for additional information on this process.

Complete Your Programs Recommendation
For those who have comnleted a8 nrogram ang Bre recommenge:

Return Application to Authorized Agency

Choose Yes to Complete Recommendation Document Title | Return Reason

» Yes 30-Day Substitu

The Authorized Submitter will receive an email, and the document status will change to

Page 123|141


https://www.ctc.ca.gov/credentials/ctc-online-written-instructions
https://www.ctc.ca.gov/credentials/ctc-online-written-instructions

“Educator Return” on the My Filtered Recommends view. The Authorized Submitter
selects the document, opens it to review, and determines if any information needs to be
corrected and, if needed, edits and saves the new information. The Authorized
Submitter will continue the submission process as usual to resend the document to the
educator.

Correction Requests

A document submitted by an Authorized Submitter may need to be corrected prior to the
educator submitting the application and payment to the Commission. The Authorized
Submitter can make document corrections through the My Filtered Recommends view.

A correction may be necessary after the educator submits the application and payment
to the Commission. Corrections are free of charge. Corrections of a credentialing nature
(incorrect issue date, removing an existing authorization, missing authorization,
incorrect attachment, etc.) must be requested by the recommending agency.

An email requesting a correction, with “Correction” in the subject line, must be sent to
credentials@ctc.ca.gov and include all of the following information:

¢ Document holder’s first, middle and last name and, if applicable, previous
names

e Reason for the correction

e The correct information to be included on the new document

i Go to Troubleshooting SSN, DOB and Name Issues when a correction to an
educator’s SSN, DOB and/or Name is required.

Educator Profile Portal tab

The Educator Profile Portal tab displays when an Authorized Designee or Submitter is
logged into their account. The portal provides Authorized Submitters read-only access
to view the information on the Educator Page. This view can be a useful tool when
educators cannot view a recommendation or renewal. Authorized Submitters can use
this tab to verify what the educator sees and troubleshoot the issues accordingly.

It does not allow access to an educators Professional Fithess Questions, the application
or payment process.

“ Some information displayed using this portal is confidential and is not for public
viewing.

Educator Profile Portal view

[X>  Enter the educator's Social Security Number and Date of Birth.
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[X>  Click OK.

@ Login M Search M Application| [l s eIl Il =0l ]

Educator Login

Personal Information

Personal Information

You are required to complete all the pertinent spaces in the Personal Information section, including your full legal name, all former names, and your maiden name, if applicable. Aaditionally, you are reaies 1o provice your full
Social Security Number [SSH) or Individual Tax Identification Number (ITIN) on your application pursuant to 42 USC §666 and California Family Code §17520. If this furnished, you be retumed 1o you
for See 131400 s website for

You are required 1o notify the Commission of any address change pursuant to 5 CCF §80412. Address changes can be completed during the online application process

The Califomia Information Practices Act and the Federal Privacy Act provide that agencies requesting information indicate the principal purposes for which that information is used. Your name, former names, SSH, date of birth,
address, email agdress, and l!lrpllunenu nbert are uted to provide proper |dentificarion and to cantact you. Othe information i used to determine your elgibility. When complering your appnuuou you will be required 10 answer

0 0l airy arrests, &N EhaNGEs N EGEATR EMplayMent SIBLUS 85 & result of i i were
pending regaiding your teaching ereden .1I.‘mnp’ar @ocuments issued by the Commission ar any other license is5ued 10 you by any other governmental agency. The Commussion will evaluate your finess to molda credential based on your
answers 10 the professional fitness questions. prior Commission reviews, and any other reports of misconduct received from, but not limited 1o, eamplamam scheals, districts. county office of education and the National Association
of State Directors of Teacher Education and Cer

The

ta perfarm its auty under EGucation Cose SEcTions 44200-44439, which autharizes this work. If nat furnished, your application may be denied, aelayed, or returmed for completion

You must provide the Commission with a valid email address en your application form io receive the automated emails that will naiify you of yeur application and credential siaius

With the exception of your S5M and home address, information displayed on the documents you hold or have held is public information and may ba gisclosed

provide personal is ot requestea

information dispiayed online regarding the documents you hold or have held is pubiic informatian and may be disclased. In aaaition, UrSUANT 10 EGUCATION Cote Section 44230 the COMMISSIon May disclose 1o The agency That subMITed e
Submitied by you inrough that agency. Information may also be disclosed to other Siate or Federal agencies as authorized by law. Personal information may be disclosed (o the public
enly with your orin the law. Th the 10 perform its duty under Education Code sections 44200-44439.

You have a right 1o review personal information maintained on you by our agency unless access is exempred by law, and contest its accuracy or completeness. To review your information, contact the Director of the Gertification Division
a1, 1900 Capital Avenue, Sacramento, Califoria 95811 The COMMISSIoN's privacy policy is founa nere (KL /Wi €16 & Gov/prIvacy Mmi)

Notice 1o Applicants for Issuance or Renewal of Gredentials

The Commission is prohibited from issuing 1o of renewing the credential of any person convicted of any sex offense listed under Education Code Section 44010, any narcotics offense isted under Education Code Section 44011, of who has
been bea Also, if 8 persan Ihat holds a credential has been convicted of any offense listed in EAUCATION Code 42424, SUEh EFe0ential MUSt be revoked

Each application for a credential shall contain notice that the information provided by the applica
records, reports, and other data from any agency or department of the state o any palitical sundi

is subject 1o investigation for, and vesification of, the applicant’s moral character and true identity by means of review of information,
n of the state, whetner chartered by the state of not, secured by the Commission for these purposes.

Social Security Number (#########)

Date of Birth (MM/DD/YYYY) *:

| have read the above privacy policy and agree to its terms.

OK

Educator’s Information view

The educator can update the information when he/she has logged into the CTC Online
system.

[X>  Review the educator’s information. The information displayed is provided in a
read-only view and is for verification purposes only.

[X>  Click Next.
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Create Person

Note: If you have any questions, please view the CTC Online — Written Instructions for Application and Payment page.
First Name™ 1 TRAINING Fingerprint StatUS"Cumplme: No Action Required

Middle Name: APPLICATION
Last Name* - THREE]
E-mail:. xocx@3xcox.com
Work Phone;(999) 999-9991

Home Phone{(999) 999-9991

Last Known County of Employment; ALAMEDA COUNTY OFFICE OF EDUCATION ‘

Address Line 1: PO BOX 0750 State=.|CA | B ‘
Address Line 2: Province:
City| SACRAMENTO Country{USA | v

Zip Code:.(95811-0750
Back | Next

Educator Profile — Educator Page

“ IMPORTANT SECURITY REMINDER
Always lock the computer screen if you have not securely logged out using the
My Account - Logout link.

The information for the last educator displayed on the Educator Profile view will
continue to display until the Authorized Submitter securely logs out.

The Educator Profile is a read-only view of the Educator Page. This view is provided to
Authorized Submitters as a tool to assist educators with the online recommendation
process.

Additional information about this view is available on the Commission’s website under
CTC Online — Your Educator Account and CTC Online — Written Instructions for
Application and Payment.

Educator Profile view

The top section of the Educator Profile view displays general information about the
educator.

2. The Last Known County of Employment information displayed here is
entered by the educator from the Educator Page. It does not populate the
document’s County of Employment field entered by an Authorized
Submitter.

Z2  A“Y”in the Fingerprint Process Complete indicator does not authorize
the educator to be placed in the classroom. Its purpose is to indicate
whether the fingerprint information from the FBI and DOJ has been
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received by the Commission.

The Fingerprint Process Complete indicator does not prevent an
educator from completing and submitting an application and payment
through the recommend, renewal or web application processes.

The display of the Adverse and Commission Actions Indicator flag indicates
additional information is available on that tab.

[X>  Click the Educator Profile Portal tab to search for another educator.

[X>  Click the Application tab to access the My Filtered Recommends view.

peore: If you have any questions, please view the CTC Onling — Wrinten Instructions for Appfication 8nd Payment page.

T I
Last Hame THREE1 Fingerprint Status | Complete: No Action Required
First Harme; TRAINING

Middle Mame: APPLICATION

jLas1 Known County of Employment: ALAMEDA COUNTY OFFICE OF EDUCATION

Adverse and Commission Actions Indscatos

—ice

Complete Your Programs Recommendation

|

Complete

;-mnm

f———

<

|
|

Document Title Term Status Issue Date Expiration Date  Oviginal lssuance Date Grace Special Grade  Rec
Crosscuhural, Language and Academic Developme..
il Emergency Valid 1T /208 WEMT
>
| For thosa wha have carmipleed a program and were recommended for a credential by their callege, Universit o courity office
Click the "Docurment Title" to view detailed i ion. Select "Yes" next to the Document Title and either “Complete”, or “Return Application to Authorized Agency” with the Re
Tesm Application Statr lssue Date Return Reason
Awahin
Intern 9 Thjene
Payment
Awaitin
hing Credential Preliminary (L 52402008
Peyment
>
>

| Complate | Choose the record you are interested in by selecting *=", Then Select “Yes™ next 1o the Document Tithe and click "Complers”,

|Choose Yes 1o Renew

Apply for a Certificate of Clearance of Activity Supervisor Clearance Certificate

| Thes option is ONLY for those seekng background clearance.

Create New

Im Application  Adverse and Commussion Actions
» 4 Y
‘

Permit

Renew Your Document
Options ksted here are for those wha already hold a document and are renawing

Document Tithe Term Status Issue Date Expiration Date Original ssuance Date

@ | Click "Create New™ to stan. If applicable, select “Yes™ next to the Document Title and click “Complete” to contimee.

Educator Profile - Document Tab

Document section

The first section of the Document tab displays the documents which have been issued
to the educator.

Complete Your Programs Recommendation section

The second section of the Document tab is for an educator to complete the online
recommendation process. Documents only display here after a recommendation is
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made and are available for 90 days.

When ‘Yes’ is selected, the educator has the choice to either complete or return the
recommended document. A returned recommendation requires the educator to provide
a reason for the return.

Complete Your Programs Recommendation
i ik — " S sagtial by their college, university, district, or county office
<

Complete I Return Application to Authorized Agency rr?ent Title’ to view detailed information. Select “Yes" next to the Document Titlgland either “Co
pleTeTs T i - ® Term Application Status  Issue Date

N Yes Multiple Subject Teaching Credential Intemn Awaiting Payment 1/1/2019

Renew Your Document section

The third section of the Document tab displays documents which are eligible for online
renewal. The educator uses this section to complete the renewal application.

When ‘Yes’ is selected, the educator can complete the application. More than one
document can be selected.

/. Ifadocument is not displaying under this section and you believe it should,
please view the information under ‘My document is not displaying under the
renewal section’ on the CTC Online — Written Instructions for Application and

Payment webpage.

Renew Your Document IR E
Options listed here are for those who already hold a document and are renewing.

Complete | Choose the record you are interested in by selecting "=". Then Select "Yes" next to the Document Title and click "Complete”.

Choose Yes to Renew  Document Title Term  Status Issue Date Expiration Date  Original Issuance Date

Apply for a Certificate of Clearance or Activity Supervisor Clearance Certificate
section
The fourth section of the Document tab is where the educator completes an online COC

or ASCC application. This section cannot be used to submit an online application for
another type of document. The fees are earned upon receipt and are not transferrable.

Applications displayed in this section have not been submitted to the Commission.
When ‘Yes’ is selected, the educator can complete the application.

Apply for a Certificate of Clearance or Activity Supervisor Clearance Certificate 1-40f6 >

This option is ONLY for those seeking background clearance.

Create New Complete | Click “Create New" to start. If applicable, select “Yes" next to the Document Title and click “Complete” to continue.

Choose Yes to Apply Document Title Application Status
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Educator Profile - Document Details View

The following view will display when the Document Number is clicked. The basic
information about the educator’s document display on the top half and the document’s

details display on the bottom half.

Z.  Click on a column heading to sort the information.

2. The Email Document button will send a pdf document to the educator’s email

address on file with the Commission.

To view the ed!‘ators public records (eument documents, all el and Adve Actions). elick on the Educator's Last Mame.

Educator information

Last Name:THREE]
First Name| TRAINING
Migdle Name  APPLICATION
Document Information
Document Humber| 170057874

Docurment Title] Crosscultural Language and Academic Developa

Term: Emergency

Status Vald
issun Cate | 14120 T
Expiration Date: 2/1/2018
Onginal issue Date’ 1/1/2017
Grade
Special Grade.
SB1969 (Titke 5 §80487)]

Renewal Requirements

Please disregard any & signs you may see below and refer 1o the “Additional Description” column 1o the right for specific renewal requirements.
Renewal Code Renewal Description

L, were Tt passed
" i u it \ coursewark for the
» P13

st il ane-year periods provided the halder mests the requirements
<

Authorzation / Subjects

Authorization Codea  Authorization Deseription Subject Code Msjou! Minor Subject Description
The faliawing
and el
adult ey
> ELat develop hopmq ms autharized by that cr pe i M
deliwered in English in 1 bm:t po ug ame and a1 1he grade |evets suthorize uuy!m pl Tequisite credential or perm |TnsErgI 8h lesty
avthorizatian alsa covars classes authorized by ather valid, non.emergency cr v parmits held, as specified in Education Code
Seclion 442533
<
Employment Restnctions
Organization Type Oeganization County
LY LOS ANGELES UNIFIED SCHOOL DISTRICT LOS ANGELES COUNTY OFFICE OF EDUCATION

additional Dessription

Added Authorization Date

Educator Profile - Application tab

The Application tab displays the status of all applications the Commission has received
for the educator, even ones which were not granted. This is the only tab where pending

applications are displayed.
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#logn W Scarch

or Profie Poral | REETERI ARG

Back

Note: if you have any questions, please view the STC Online — Wiitten Ingtructions for Application and Payment page.

1 T
Last Name:THREE] Fingerprint Status: Complete: No Action Required e koo L i e s s s

Adverse and Commission Actions Indicator ;

First Name:[TRAINING

Migdle Hame: | APPLICATION
Last Known County of ALAMEDA COUNTY OFFICE OF EDUCATION
Jneume Adverse and Commission Actions
L3
Status StawsDate  Type Date Paid
Granted OT/3I0/ 2018 Online Recomer ended Application
Fee eamed, not refuncable (5 CCR section S0487) oTnezne Provisional Intemship Permi B/26/2017

Fee eamed, not refundable {5 CCR section 80487) 02212008 online Recommended Application

» Feeeamned: not refundable (5 CCR section 80487) 0rzzang Substitute Teaching: 30 Day/Career/Prospective BI26/201T

Educator Profile - Adverse and Commissions Actions tab

Adverse and Commissions Actions tab displays actions taken by the Commission and
the Committee on Credentials. An adverse action is a denial, a private admonition, a
public reproval, suspension or revocation of one or more credentials. Adverse
actions imposed by the Commission are public and displayed online. Email
DPPinfo@ctc.ca.gov if you have questions about information displayed on this view.

# Logn 1 Seard B Application [ Educator Frofile Portal

Note: If you have any questions, please view the CTC Online — Wrinten Instructions for Applicaton and Sayment page
Lact Name|THREE) Fingerpeint Slalus:.complene: Mo Action Required [t Infoemton on Adverce and Commussion Acl
= E.ldvuse ‘and Commission Actions Indicatar _-j

First Name: TRAINING

Middle Hame: APPLICATION

Lagt Known County of Employment: ALAMEDA COUNTY OFFICE OF EDUCATION

Document  Applicatior

Click here for the CA Education Code

[Activity Type Activity Description Effective Date End Date

> REVOKE 44421 CTC revoked educator's credentials because of misconduct 121312018

Closing the Educator Profile tab

The Educator Profile tab will close when the Authorized Submitter logs out.

[X>  Click the Person icon and then Logout to securely exit the online system.

Commission on
‘cov Teacher Credentialing

A Login  [MSearch M Application [ Educator Profile Portal [l e[ ItoIgaleelills
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Glossary of Terms

A

Add an Authorization: this button is used when adding an authorization to an
existing issued document based on an approved program or authorization.

Added Authorization Date: the date the educator completed the program
requirements for the added authorization.

Adverse and Commission Actions tab: displays public information on adverse
action(s) imposed by the Commission onto an educator.

Adverse Action: an adverse action is a denial, a private admonition, a public
reproval, suspension or revocation of one or more credentials. Adverse actions
imposed by the Commission are public and displayed online.

Adverse Action Indicator: a (red) flag indicates that an educator has an Adverse
Action; available in the Document History view of an educator’s record. Additional
information is viewable by clicking on the Commission and Adverse Action tab.

Agency User: an Authorized Designee and/or Authorized Submitter who can
recommend document(s) on behalf of an authorized institution or agency.

Agency User Login Page: a secured page where an authorized user enters his/her
User ID and Password to view his/her Home Page.

Agency User Home Page: a secured page displaying the Search and Application
tabs.

Application tab: displays the “My Recommends”, “My Filtered Recommends”,
“Organization’s Recommends” views and is where an authorized submitter starts a
new recommend for an educator.

Application to be deleted and purged: the status of a document when it has been
deleted or canceled by the authorized submitter prior to the educator completing the
application and submitting it to the Commission

Appointing Authority (AA): the person responsible for appointing one or more
authorized designees for an organization. This could be a Dean for an Authorized
Institution, or a Superintendent for a School District or County Office of Education not
operating a Commission-approved program.

Approved Institutions: an organization that has been approved by the Commission
through the accreditation system to operate one or more preparation programs.

Approved Institutions link: the link used to create documents earned as the result of
the educator completing an organization’s commission-approved preparation or
subject matter program.

Approved Program: an institution approved as a program sponsor through the
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Commission’s accreditation system.

Attachment Name: the name used to identify a file that is electronically attached by
the Authorized Submitter during the submission process.

Attachments: a feature that allows submission of materials electronically.
Attachments are supporting materials that the Commission requires to process a
recommendation and subsequent application. Files must have an extension of .jpg,
.pdf, .doc or.docx. Each file must be less than 2 MB in size. No more than five
attachments.

Authorization Code: a code used to identify each authorization that may be listed on
a document.

Authorization Description: describes the authority of an individual to serve in a
particular subject or subject area(s), and in a setting and at a grade level listed on the
document. The authorization statement provides the specifics for the authorization
listed on a document.

Authorizations/Subjects: all authorizations to be displayed on the document must be
individually entered. The authorization(s) listed on a credential, certificate, permit, or
waiver describe the authority of an individual to serve in a particular subject or subject
area(s), and in a setting and at a grade level also listed on the credential. The
authorization statement provides the specifics for the authorization.

Authorized Agency: an organization, such as school districts or county office of
education that has not been approved by Commission through the accreditation
system.

Authorized Agencies link: the link used to create document(s) such as an
Emergency 30- Day Substitute Teaching Permit which do not require completion of a
Commission-approved program.

Authorized Designees (AD): the person(s) identified by the Appointing Authority as
responsible for identifying authorized users and the areas that they can recommend.

Authorized Institution: An institution or agency that operates an accredited teacher
preparation program or induction program, and/or an approved elementary or
secondary subject-matter preparation program. Formerly known as program sponsor.

Authorized Submitter (AS): the person(s) responsible for electronically submitting
documents based on his/her specific area assignments. This person can also be the
Authorized Designee.

Authorized Users: an Educator, Authorized Designee or Authorized Submitter who
uses the online system to recommend a credential or submit an application.

Authentication: process used to validate the identity of an individual. The challenge
guestions that are presented during the authentication process are questions that the
educator develops when initially creating his/her educator account. The educator can
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edit the challenge questions and answers at any time through his/her User Profile.

Awaiting Payment: the status of a document that has been submitted by the
authorized submitter to the educator and the educator has saved a partially completed
application. The application and payment has not yet been submitted by the educator
to the Commission.

B-

Back: this button returns the authorized user to the previous view. This may also
delete and purge an entire document from the online system that appears on the My
Filtered Recommend view.

Base document: also known as a Prerequisite Document. A prerequisite document is
the document that an applicant must hold or qualify for in order to submit an
application for a dependent credential. Some specialist and services credentials are
dependent in that they require a prerequisite document. The statutes or regulations for
each dependent document specify which document(s) may serve as prerequisites.

Basic Skills Requirement (BSR): the basic skills requirement became effective on
February 1, 1983. Passage of the California Basic Educational Skills Test (CBEST)
has been the only method by which to meet this requirement until the passage of
Senate Bill 1209 in 2006, when additional options became available to meet the basic
skills requirement. A link to the “Basic Skills Requirements — Out-of-State” is
located under Charts at the following webpage address:
http://www.ctc.ca.gov/credentials/cig2/exams.html.

Beginning Date of Service: this field was used to enter the issuance date of an
internship credential. This field has been replaced with the Issue Date field.

Browse: this button is used to locate and submit electronic file(s) as an attachment
during the submission process.

&

Cancel: this button removes the data entered, changed or deleted and displays the
data previously entered (if any), and may delete and purge an entire document from
the online system that displays on the My Recommends view.

Candidate Completion Date: this is the date the educator completed the final
requirement that qualifies him/her for the document as determined by the program.
The date that the final requirement is met as determined by the approved program for
the recommended document. For either District or University Interns, the Candidate
Completion Date is the date all of the intern pre-service requirements applicable for
the educator and the organization offering the commission-approved program have
been met by the candidate. Also referred to as the Program Completion Date.
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Certificate of Clearance: the is a document issued by the Commission to an
educator who has completed the Commission's fingerprint and character and
identification process, whose moral and professional fitness has been shown to meet
the standards as established by law. The Certificate of Clearance provides no
authorization, only verification that the holder has completed a professional fithess
review. An individual enrolled in a California educator preparation program must
obtain a Certificate of Clearance prior to beginning their student teaching or practicum.
An educator who has already completed the fingerprint process and has been issued
a valid document by the Commission is not required to obtain a Certificate of
Clearance.

Certificate of Eligibility: a document issued to individuals who have completed a
program for the Preliminary Administrative Services Credential or the Preliminary
Level | Education Specialist Credential but are not currently employed. Certificates of
Eligibility allow the holder to seek employment in their area of certification.

Charter School (CS): a public school covering grades K-12 which is organized by a
group of teachers, community members, parents, or others and sponsored by an
existing local public school board or a county board of education.

Clear: the term used to identify a teaching credential with no further academic
requirements to be completed by the educator.

Commission and Adverse Action tab: this tab displays Commission and Adverse
Actions issued to an educator which is now public information.

County of Employment (COE): the County the educator is employed or resides if not
employed.

Create New Document: this button is used when creating a New Type or First Time
document or when moving a Certificate of Eligibility or Intern document to a
Preliminary.

Credential: means any credential, life diploma, permit, certificate, waiver, or
document issued by, or under the jurisdiction of, the Commission which entitles the
holder to perform services for which certification qualifications are required. The
official record of a credential includes any credential in a paper or electronic format,
including, but not limited to, information obtained from the Commission's official
website. (5 CCR 8§ 80001). Also referred to as a Document.

-D-

Delete: this button removes the data entered and may delete and purge an entire
document from the online system that has not been submitted to the Commission.

Dependent document: this document may only be issued to educators who already
hold another type of document (referred to as the base or prerequisite document). The
expiration date cannot exceed the expiration date of the appropriate base or
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prerequisite document. Administrative Services, Library Services or Reading
Specialist Credentials are examples of dependent credentials.

Document: a general term used throughout this manual that has the same definition
as Credential (5 CCR § 80001).

Document Detail View: displays the details of a selected document with
Authorization/Subjects, Renewal Codes and Restrictions in a single view. There is a
button available for the user to print the document.

Document Number: a uniqgue number assigned to documents by the Commission.
Document Search: the process for a user to look up an educator’s document using
the Document Number. This functionality is intended to verify the validity of the
document held by the Educator.

Document Term: the term of a credential is determined by the requirements the
applicant has met. Examples are clear, preliminary, professional clear, emergency,
and life. It often indicates the valid period of a document.

Document Title: determines the type of document you are recommending (Multiple
Subject, Single Subject, Education Specialist, etc.) based on the date entered in the
Candidate Completion Date.

i
Edit: this button activates fields allowing data to be entered, changed or deleted.
Educator: the new term for an applicant within the CTC Online system.

Educator Login Page: a secured page where an educator enters his/her User ID and
Password to access the Educator Page.

Educator Page: a secured page automatically created when an educator’s social
security number and date of birth have been entered into the Commission’s database
and his/her User ID, Password and Challenge questions and answers have been
created. Allows the educator to create, edit and view his/her personal profile, view
fingerprint process status, view documents and applications details along with their
status, start/return/save/delete/complete and submit for payment applications initiated
from the recommends, renewals, and/or web applications processes, and view any
Adverse and Commission Actions.

Educator Profile Portal: This portal provides a read-only view of the same
information available to the Educator when he/she logs into the CTC Online system
with a valid User ID and Password.

Some information displayed using this portal is confidential and not for public use.
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Educator Return: the document status when the educator has returned an
application to the authorized submitter.

Employing Agency: a California public school district or county office of education
authorized to create and submit documents through the CTC Online system.

Employing Agency Code: this field has been removed and is replaced with the
Employment Restrictions row.

Employment Restrictions: use this field to identify the employment restriction(s) for a
document and replaces the Employing Agency Code field. The educator may provide
services for or teach in the employing agency listed in the restriction on the credential
document.

English Learner Authorization: an authorization embedded in California teaching
preparation programs for multiple, single and education specialist credentials.

Exam: this button is used to identify an authorization that was earned by passage of a
Commission-approved subject matter examination.

Examination: California state laws and regulations require individuals pursuing
credentials authorizing service in California’s public schools to verify proficiency in a
number of areas. The required level of proficiency may be verified by passing one or
more Commission- approved examinations.

Expiration Date: the last date the document is valid in compliance with dating rules.

Export: the process of pulling data from the system, allowing a user to copy data from
a record and utilize it in other software.

i
Fee Credit: the Certificate of Clearance fee of $50.00 becomes a credit to be applied
towards issuance of an individual’s initial teaching or services credential.
Fee Credit Amount: this amount is half of the fee paid for a Certificate of Clearance.

Fee Credit Available: this indicates that a fee credit is available. The fee credit will be
applied automatically when the educator completes the payment process for the initial
teaching or services document submitted online by an authorized submitter.

Fee Date: the date the application is received by the Commission.

Fingerprint Process Complete Indicator: indicates the Commission has received
information from the FBI and DOJ as a result of the educator submitting fingerprint
images via the Live Scan process or fingerprint cards. It does not indicate the
educator is cleared for placement in the classroom.

First Time: the document category used only for the educator's first credential or
permit other than a Certificate of Clearance, an Activities Supervisor Clearance
Certificate or a Waiver.
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G-

Granted: Evaluation complete; application granted.

H-

Hyperlink: whenever data in a field displays in a blue color, click on the hyperlink to
display an additional level of detail. These links are designed throughout the system
for quick access to additional information. For example, on the “Filtered Recommends”
view, click on the credential title to view information associated with that document.

In Progress: the status of a document that has been saved by the authorized
submitter and “Yes” was not the selected in response to the declaration statement that
appeared on the Application Summary view.

Intern: an educator (credential candidate) enrolled in an intern program.

Intern Program: an intern program allows educators (credential candidates) who
have a bachelor’'s degree and subject matter competency to be employed in a
classroom while completing a credential program. Intern programs may be offered by
Multiple Subject, Single Subject, Education Specialist, Administrative Services Level I,
and School Psychology programs.

Issue Date: the date the document is initially valid. This date is based upon either the
completion date of program as determined by the program or the fee date which is the
day the Commission receives the application. The Commission will honor the
completion date of the program as the issuance date if the applicant is eligible for the
document on the date indicated and the application was submitted within the
established deadline.

£

Level I: the document term for the first tier of a two-tier structure of completing
credential requirements used for the Education Specialist Instruction Teaching
Credentials. This document requires the educator to complete specific requirements.

Level II: the document term for the final tier of a two-tier structure of completing
credential requirements used for the Education Specialist Instruction Teaching
Credentials. No further academic requirements are to be completed by the educator.

Live Scan: a process by which an individual's fingerprints are electronically scanned,
the fingerprint information digitized, and the fingerprint images printed on a
transmission that is electronically submitted to the Department of Justice.
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-M-
My Filtered Recommends: the view displaying active hyperlinks to documents
created by an authorized submitter with the following status: In Progress; Ready for
Submission Recommended; Educator Return; Awaiting Payment. This view also
allows for selecting all, or manually selecting one or more documents, saving, deleting
and submitting documents, performing queries and exporting a list.

My Recommends: the view displaying a list of all documents created by an
authorized submitter

N-
New button: this button opens the fields to enter information.
New Type: the document category used for a new document (other than an Upgrade
recommendation) when the educator holds any credential or permit (other than a

Certificate of Clearance, an Activities Supervisor Clearance Certificate or a Waiver
regardless of the expiration dates of the issued documents).

Next: this button advances to the next view.

Non-Public School (NPS): a non-public, nonsectarian school or agency is a private
school licensed by the California Department of Education that receives public
funding.

Non Sectarian School or Agency (NPA): a non-public, nonsectarian school or
agency is a private school licensed by the California Department of Education that
receives public funding.

-O-

Online Direct Application Process: now known as Web Applications, the process for
an applicant to submit an electronic application directly to the Commission. These
documents do not require a recommendation from an approved institution or
authorized agency.

Organization’s Recommends: the view displaying a list of all documents created by
all authorized submitters linked to the same organization as the authorized designee.

Original Issue Date: the date the document was initially issued by the Commission.

-P-

Pending Evaluation: The application has been received by the Commission and is in
queue to be evaluated by a Certification Analyst. Note that an application will remain
at the “Pending Evaluation” status for the majority of the time until processing is
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complete.

Pending Additional Evaluation: The application has been reviewed by a Certification
Analyst and all academic requirements have been met. Processing will be complete
once the Commission completes the professional fithess review. Questions regarding
the professional fithess review process should be emailed to DPPInfo@ctc.ca.gov.

Preliminary: the term used to identify a document that requires the educator to
complete specific requirements.

Program Completion Date: the date the final requirement is met as determined by
the approved program for the recommended document. For either District or
University Interns, the Candidate Completion Date is the date all of the intern pre-
service requirements applicable for the educator and the organization offering the
commission-approved program have been met by the candidate. Also referred to as
the Candidate Completion Date.

Program Name: Refers to a planned sequence of courses and or experiences for the
purpose of preparing teachers and other school professionals to work in
prekindergarten through twelfth grade settings, and which leads to a credential.

Program Type: the type of commission-approved preparation or subject matter
program.

Public Search: formerly Private Look-up; provides the general public with the ability
to view public information on educators, Commission issued documents and/or
associated Commission and Adverse Actions without the need for a User ID or
Password.

&

Query: An electronic method of pulling specific information displayed on the
Authorized Designee or Authorized Submitter recommendation/organization views.

R-

Ready for Submission: the status of a document that has been saved by the
authorized submitter and “Yes” was the selected in response to the declaration
statement that appeared on the Application Summary view.

Recommended: the status of a document that has been submitted by the authorized
submitter and “Yes” was the selected in response to the declaration statement that
appeared on the Application Summary view.

Recommending Authority: An Authorized Agency or an Authorized Institution who
has been approved by the Commission to submit documents through the CTC Online
System.
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Reissuance: the document category used when the educator’s expired preliminary
credential is recommended for an upgrade to a clear credential. Rl is also when there
is a lapse in time between the expiration date of the document to be reissued and the
issuance date of the new document.

Renewal: the document category used when the educator's unexpired preliminary
credential is recommended for an upgrade to a clear credential. RN is also appropriate
when there is no lapse in time between the expiration date of the document to be
renewed and the issuance date of the new document.

Returned for Additional Information: The application has been reviewed by a
Certification Analyst and it was determined that additional information is needed in
order to qualify for the document requested.

S
Save: this button must be selected whenever data is entered, changed or deleted.
School District (SD): the School District the educator is employed.

Search tab: displays the same three Search functions available from the Commission
public website. An authorized user does not need to log out of the online system to
access this tab.

Secured Search: provides employers and educators with the ability to view pending
application(s) types and status, credentials and associated adverse actions without
the need for a user ID or password by entering an educator’s social security number
(SSN) and date of birth (DOB). Formerly Private Look-Up.

SM at different IHE: identifies subject matter was earned at an IHE or Agency with a
commission-approved subject matter program other than the IHE or Agency
submitting the document.

SM at the recommending IHE: identifies subject matter was earned at the IHE or
Agency with a commission-approved subject matter program submitting the
document.

SM by Examination: identifies subject matter was earned by passing the appropriate
subject-matter examination(s) in lieu of completing course work in a subject matter
preparation program.

Subject Matter Competency: a requirement in statute that each applicant for a
teaching credential demonstrates subject-matter competence by either completing a
program of subject-matter study that meets standards of program quality adopted by
the Commission or passing an examination of subject-matter understanding adopted
by the Commission.

Subject Matter Program: this button is used to identify an authorization that was
earned by completion of a Commission-approved subject matter program.
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Subject Matter Qualification Route: identifies the route subject matter was earned
for the document.

Submission Deadline: effective January 1, 2008, Title 5 Regulation 8804440 (b) and
(c) establish that the application must be received by the Commission within three
months after the requested issuance date of the credential. If the application is
received after the three- month time limit, the date of issuance for the credential will
become the fee date, which is the date the application was received by the
Commission.

Supplement: this button is used to identify supplementary authorization or subject
matter authorizations earned by completion of required units and content area
coursework that was earned by completion of an approved coursework. These are not
Commission- approved coursework.

Supplementary Authorization: requires the credentialed teacher to have either a
degree major a specific number of units in the subject or a subject directly related to
the subject to be listed on the credential.

Suspend/Revoke History Tab: displays applicable suspension or revocation history
of a document within the Document Detail view.

U-

Upgrade a Document: this button is used when an educator completed their renewal
requirements and is recommended or renews their document, moving from a
Preliminary/Level I/Tier | document to a Clear/Level Il/Tier Il document.

W-

Web Applications: an individual who meets credential requirements may submit a
web application for a document to the CTC without the formal recommendation of an
IHE, LEA, or other agency. Formerly known as the Online Direct Application Process.

For additional definitions, review the information under Tools on the Credential
Information Guide (CIG).
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